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(s) NAVM LPERSCOM NST 5300.1, Commander, Navy Mlitary
Per sonnel Comrand Suppl ement to the Departnent of the
Navy and Marine Corps Personnel Policy Manual for
Nonappropriated Fund Instrunentalities

(t) NAVM LPERSCOM NST 7010. 2A, Navy Mlitary Recreation
Fund Fi nanci al Reporting Procedures

(u) SECNAVI NST 5212.5C, Disposal of Navy and Marine Corps
Records

(v) OPNAVI NST 1710.4B, Arned Forces Professional
Entert ai nment Program Overseas

(w) | BUPERSI NST 1700.21, |United Service Organizations, Inc.

(x) OPNAVI NST 4001.1C, Acceptance of G fts

Encl : (1) Definitions

(2) Authority and Responsibilities

(3) Recreation Services Program Managenent

(4) Supplenmental Guidance for the Adm nistration of
Recreati on Prograns

(5) Planning, Measurenent, and Eval uation

(6) Financial Managenent

(7) Property, Equipnent, Supplies, and Vehicl e Managenent

(8) Patron Eligibility

(9) Comunity Rel ations

(10) Conmercial Sponsorship

(11) Fund Raising and Adverti sing

(12) Index

1. Purpose. To provide policy and standards for the operation and
managenent of the Navy Recreation Services Programto ensure quality
prograns and facilities on naval installations per references (a) through
(x) and enclosures (1) through (11). This instruction is a conplete
revision and should be reviewed inits entirety.

2. Cancellation. BUPERSINST 1710. 11A.

3. Policy and Scope. Navy policy is to provide Navy operational and
support activities with essential MAR m ssion support services as well as
to produce prograns that will effectively contribute to the norale, well-
being and quality of life of naval personnel and their famly nmenbers.

Ref erence (a) established responsibility for policy, overall coordination
and execution of Mrale, Wl fare and Recreation (MAR) prograns within the
Navy, which includes recreation prograns.

4. Applicability. This instruction applies to the adm nistration of Navy
Recreation Services Prograns. This instruction does not apply to the
managenent of the following activities, which derive their guidance from
ot her source docunments and/or fund entities:
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a. Comm ssioned Oficers', Chief Petty Oficers', Enlisted, and
Consol i dated C ubs, and Package Stores governed by BUPERSI NST 1710. 13,
Operation of Navy Messes Ashore and Package Stores.

b. Child Devel opment Prograns governed by OPNAVI NST 1700.9C, Child
Care Center Qperations.

c. Chapel funds, governed by OPNAVI NST 1730. 1B, Reli gi ous
Mnistries in the Navy.

d. Marine Corps Mirale, Welfare and Recreation Funds as governed by
MCO P1700. 27, Marine Corps MAR Policy Manual

e. Al funds administered by private organi zati ons | ocated on Navy
installations (reference (d)).

f. Funds established for civilian enpl oyees at Navy installations
governed by SECNAVI NST 7548.1 and SECNAVI NST 5300. 22C.

g. Auxiliary Resale Qutlets, coffee nesses and wardroom funds
gover ned by BUPERSI NST 4060. 4A.

h. Navy Exchanges and Shi ps Stores.

i. Flying clubs governed by OPNAVI NST 1710.2D, Navy Flying O ub

Program
j. Billeting Funds governed by BUPERSI NST 11103. 1.
5. Action
a. Al levels of conmand shall conply with the provisions of this

i nstruction.

b. Chief of Naval Personnel (CHNAVPERS) shall initiate continuing
action to conply with the designated responsibilities in this instruction.

6. For ns

a. The following fornms are available in the Navy Supply System and
may be obtained through normal supply channels per NAVSUP P-2002.

NAVPERS 7010/ 2 (9-82) Recreati on Fund 0106- LF-070- 1011
Fi nanci al St at enent
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DD 1342 (Rev. 8-89) DoD Property Record 0102- LF- 010- 2000
Pg. 2

b. This formmy be obtained fromthe general Services
Adm ni stration Ofice.

SF 97 (7-79) U. S. Gover nnent 7540- 00- 634- 4047
Certificate of
Rel ease of a Mbtor
Vehi cl e

. C. MCKINNEY/|RADM, USN
CHIEF OF NAVA :
( ACTTNG)

Di stri bution:
SNDL Parts 1 and 2
BUPERS (Pers-65) (100 copies)

St ocked:

Naval Aviation Supply Ofice

ASO Code 103

5801 Tabor Avenue

Phi | adel phia, PA 19120-5099 (1, 000)
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DEFI NI T1 ONS

Recreation Services Prograns are included in those categories of
activities listed and defined in reference (b).

1. Morale, Wlfare and Recreation (MAR) Fund is the termused by the
Navy to identify recreation, club, and child care activities that are
all designed to provide essential MAR m ssion support services as well
as prograns that will effectively contribute to the norale, well-being
and quality of life of Navy personnel and their famly nenbers.

2. Recreation Programis the termused to refer collectively to
recreation activities in the MAR fund. It does not include clubs or
child care operations.

3. Nonappropriated Funds (NAF) are cash and other assets received
from sources other than nonies appropriated by the Congress of the
United States, primarily fromsale of goods and services to Departnent
of Defense (DoD) military personnel and their fam |y menbers and used
to support or provide MAR prograns. NAFs are government funds; they
are used only for the collective benefit of mlitary personnel, their
fam |y nmenbers, and authorized civilians who generate them These
funds are separate and apart fromfunds that are under the direct
cogni zance of the Treasurer of the United States.

4. Appropriated Funds (APF). Governnment nonies allocated by Congress
for a specific purpose or use, e.g., assets (personnel, noney,
material, real property) provided from appropriated funds to support
MAR functi ons.

5. Nonappropriated Fund Instrunmentality (NAFI) is an entity with
fiscal and managenent responsibilities, authorized and established by
t he Chief of Naval Personnel

6. Recreation Activities are the elenents in the recreation services
program such as bowling, golf, marinas, aquatics, auto skills centers,
comunity recreation, information, tickets and tours, outdoor
recreation, sports and fitness, youth activities, fleet recreation,
etc.

7. Private Ogani zation. A non-Federal organization, incorporated or
not, and constituted or established by individuals acting exclusively
out si de the scope of any official capacity as officers, enpl oyees, or
agents of the governnent, and operating on a DoD installation with the
written consent of the installation conmmander or higher authority.

Encl osure (1)
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8. Reserve Conponents. Includes the Arnmy National Guard and Air
Nati onal Guard of the U. S., the Arny Reserve, the Naval Reserve, the
Air Force Reserve, the Marine Corps Reserve, the Coast CGuard Reserve,
and Reserve Oficers of the Public Health Service.

9. Director/Fund Adm nistrator (Manager). An individual appointed to
exerci se adm nistrative and executive control over the MAR program and
charged with accountability thereof when accountability is not

ot herw se assi gned.

10. Patron Advisory G oup. Authorized nmenbers of the Recreation
Servi ces Program appointed by the commanding officer, to act in an
advi sory capacity on the overall adm nistration of the recreation
program or specific recreation activity concerned.

11. Goals of Recreation. To provide |leisure opportunities that
contribute to the social, physical, educational, cultural, unit and
communi ty cohesion and esprit de corps, general well-being and quality
of life of the Navy and its people.

12. Recreation Services Program Concerned with the design and
delivery of a core of activities, year-round, for all naval units and
groups, regardless of age, sex, race, creed, social, rate/rank, or
economni ¢ st at us.

Encl osure (1)
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AUTHORI TY AND RESPONSI BI LI TI ES

1. The Chief of Naval Personnel (CHNAVPERS) is the program nmanager
for MAR activities and is responsible for overall policy concerning
MAR progranms within the Navy. GCeneral supervision, policy guidance,
and technical and adm nistrative direction for all MAR prograns ashore
and afl oat are exercised by the Director, MAR D vision (Pers-65).

2. Second and Third Echel on Commanders and | nmedi ate Superiors in
Command (I SICs). The chain of conmand is responsible for review and
i nspections of recreation services operations to ensure proper
managenent and efficient use of funds.

3. Commanding Oficers. The admnistration, supervision, and
operation of |ocal MAR prograns supporting all eligible personnel is a
command function and is the responsibility of cogni zant conmandi ng
officers. Commandi ng officers have the sanme responsibility for the
proper adm nistration of Recreation Prograns and funds as for any
other functional elenent of their command. Commanding officers shall
establ i sh and execute an adequate Recreation Programw thin their
commands, which is consistent with avail abl e resources and which neets
t he expressed needs of naval personnel and their famlies. They are
responsi ble for the financial condition, to include sol vency,
stability and dissolution of MAR funds. Separate recreation
prograns/ MAR funds shall not be adm nistered by tenant units of
supporting activities. The duties of the commandi ng officer

adm ni stering the MAR program ashore are described in paragraph 300.3
of reference [(C)|

4. MR Director. The MAR director is the chief operating and
financial officer of the MAR departnment and its NAFI (MARF). The MAR
director is accountable to the conmandi ng officer for the program
content, financial integrity, and health and successful acconplishment
of the MAR mission. The overall adm nistration and nanagenent of the
MAR programis del egated to the MAR director/fund nmanager who is
appointed, in witing, by the commandi ng officer. The general
financial duties of the MAR director are described in section 300.4 of
reference (c). The primary duty of the MAR director is to ensure
recreation services prograns are conducted to provide essentia
recreation mssion support to operational (honmeported and visiting)
conmmands/ units and other tenant activities on-board as well as to
ensure recreation programoutputs inprove and maintain the noral e,
sense of well-being, and quality of life of naval personnel and their
fam |y nenbers.

Encl osure (2)
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RECREATI ON SERVI CES PROGRAM MANAGEMENT

1. Mssion of Recreation Services Program The mission of the MAR
department's recreation programis to provide a quality, varied
program of whol esone and constructive recreation activities for Navy
personnel and their famly nenbers which will effectively contribute
to the nental, physical, social, and educational enrichnent of

partici pants. The acconplishnent of this mssion directly contributes
to the readi ness of Navy activities/units and personal readi ness and
retenti on of Navy personnel

2. Program hjectives. |In keeping with reference (a), adequate
Recreation Services Prograns are essential to the effective
functioning of the Navy. Cognizant commanders and comrandi ng officers
must devote necessary attention and authorized resources to ensure

ef fective and adequate recreation prograns are available. 1t is Navy
policy to fund a well-rounded Recreation Services Programto:

a. Maintain anong Navy personnel a high |evel of esprit de
corps, job proficiency, mlitary effectiveness, educationa
attai nment, and nental and physical well-being.

b. Pronote and maintain the nental and physical well-being of
Navy personnel and their famly nmenbers.

c. Encourage Navy personnel to use their leisure tine
constructively by participating in prograns that help to devel op and
mai ntain notivation, talent, and skills that contribute to their
ability to performduties as service nenbers and as responsible
citizens.

d. Adin recruitnent and retention by making Navy service an
attractive career opportunity.

e. Assist Navy nenbers in adjusting fromcivilian life to a
mlitary environnment upon entry into the mlitary service.

f. Assist in providing a conmunity support environnent to famly
menbers of Navy active duty personnel, particularly in the absence of
mlitary sponsors while at sea, on unacconpanied tours, or involved in
armed conflict.

g. Design, develop and deliver programs that:

(1) enhance unit and community esprit de corps;

Encl osure (3)
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(2) provide leisure opportunities to cultivate supportive
fam i es;

(3) create leisure opportunities that will devel op young
adults with pro-social skills and interest;

(4) deliver progranms that will contribute to the quality
of life of service nenbers and their famlies; and

(5) design, devel op, and deliver progranms that wl|l
contribute to teamwrk and conradeshi p anong all naval personnel

3. Program Cui del i nes

a. Recreation progranms should consist of services and events
that neet the stated needs and preferences of the assigned mlitary
personnel and their famly nenbers as well as operational and support
units.

b. Patrons of recreation prograns should be inforned of off-base
recreation progranms and facilities which are available in adjacent
mlitary and commercial comunities. Such recreation facilities
shoul d be used as alternatives for or to conpl enent the prograns and
facilities at the Navy installations.

c. Patron assessnents should be conducted at least triennially
in order to determ ne the needs, preferences, and attitudes of Navy
personnel and their famli es.

d. Every effort should be made to conduct recreation activities
for famlies living on the station as well as those living off-Dbase.

e. The activities of special interest groups under the
recreation program should be nonitored to ensure that they are in
keeping with the objectives of the recreation program

f. MAR directors should ensure that use of recreation facilities
and participation in prograns will be equally available to both nen
and worren on active duty. Were joint use is not possible, procedures
must be effected which will provide for equitable use by both Navy nen
and wonen.

g. Instructional classes provide opportunities for patrons to
develop life-long recreation skills and know edge that provide
positive use of free tinme and contribute to individual self-esteem

2
Encl osure (3)
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h. Operating hours of recreation activities should coincide with
the free tinme of Navy personnel and their famlies. Evenings,
weekends, and holidays are the tinmes when personnel are nost likely to
participate. Facility operating hours should be determ ned by
patrons' needs, usage and preferences, as well as the availability of
operating funds.

i. To support fleet and other operational personnel, recreation
prograns at shore installations shoul d:

(1) Have sufficient staff to provide support for the
operational units as well as for the shore support activities.

(2) Provide advisory service to norale and recreation
officers/petty officers responsible for adm nistering recreation
prograns afl oat.

(3) Establish operating hours of recreation activities to
coincide with afloat |iberty schedul es and other unit social
requi renents.

(4) Serve as liaison between fleet units and recreation
program providers in the civilian community, when required.

(5) Coordinate and schedul e athletic, outdoor and soci al
recreation events for fleet units.

(6) Ensure that fleet units are provided information on
recreation prograns and facilities ashore and in surrounding
comuni ty.

4. Patron Advisory Groups. A patron advisory group may be called a
recreation council, comrittee or board. It is essential in obtaining
unit feedback to nmeet the needs and preferences of the mlitary
comunity. Advisory groups do not have managenent, adm nistrative
control, or custody of MAR funds. Units (tenant comuands or
departnents) participating in the recreation programshall be
represented on an advi sory group by individuals detailed in witing by
their commanding officer. At large installations, commandi ng officers
may group tenant commands for representation purposes to maintain a
wor kabl e si ze advi sory group

a. Oganization. The MAR Advisory G oup shall be designated in
writing by the conmmandi ng officer. The group shall consist of
adequate nenbers to ensure that officers, enlisted personnel, as well
as representatives fromother authorized patron groups, are adequately

3
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represented. Particular efforts should be made to ensure that the
interests of ethnic and mnority groups and female interests are
adequately represented. The chairperson of the group shall be

appoi nted by the commandi ng officer. Each nenber shall have one vote.
The MAR director, or a representative of the director, shall attend
the neeting of the group for the purpose of supplying information
relative to recreation programdirectives, prograns and the
availability of funds, but shall not have a vote.

b. Duties. Advisory groups shall be allowed to conduct a review
of the recreation programand shall submit, in witing, to the
commandi ng officer, its opinions and recomendations for the MAR
program

c. Financial Conpensation. Menbers of the advisory group shal
not receive financial paynent in the formof cash, goods, or services
for any functions perfornmed as a nmenber of the group

d. Recreation Program Advisory G oups. Were established,
advi sory groups for specific recreation activities/prograns shall act
only in an advisory capacity and shall not, as a group or as
i ndi vi dual s, engage in any managenent or operational functions.
Recommrendat i ons of advi sory groups shall be submitted to the
commandi ng officer via the MAR director and the advisory group.

Encl osure (3)
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SUPPLEMENTAL GUI DANCE
FOR THE ADM NI STRATI ON OF RECREATI ON PROGRAMS

1. Private O gani zations

a. Private organizations are not NAFlIs nor a function of the MAR
program

b. Commanding officers are responsible for approving private
organi zations |located on their installation, as well as providing
supervision. Quidelines on establishnment and oversight of private
organi zations are contained in reference |(d).

c. Private organizations have their own bank account, are
generally self-sustaining (primarily through assessnents to nenbers),
have sonme flexibility in nenbership, and are required to purchase and
mai ntain liability insurance in accordance with reference (1) to
protect the Navy and individual nmenbers against liability clains.

d. Mnimal |ogistical support is authorized dependent on the
type of private organization. There will be no direct financial
assi stance to a private organization fromthe MAR fund in the form of
contributions, dividends, or other donations of npbnies or assets.

e. For purposes of nonitoring and providing technical
assi stance, the MAR director may be appointed as the liaison officer
for private organi zations that are recreational in scope.

f. Upon disestablishnment, nmenbers of the private organi zation
shall determ ne asset distribution. Residual assets nmay be donated to
the MAR fund or the installation or in any other function deened
appropriate by the nenbers.

2. Special Interest G oups

a. Unlike private organi zations, special interest groups (e.g.,
karate, theater, photography, or other simlar recreation oriented
clubs) are part of MAR and conposed of authorized MAR patrons who cone
together for nutual recreation participation and enjoynment. They are
organi zed as a direct extension of the recreation programand their
activities normally benefit the individual. Additionally, the program
service, event or activity supported by the special interest group is
often self-sufficient (i.e., user fees generally cover associ ated
special interest group costs). Menbership in special interest groups
is limted to patrons authorized in enclosure (8).

Encl osure (4)



BUPERSI NST 1710. 11B
01 JUL 1994

b. Special interest groups operating under the MAR depart nment
are entitled to coverage under the CHNAVPERS insurance program and
other | ogistical support, (e.g., vehicle transportation, |oan of
equi pnent, etc.) at no cost to the special interest group.

3. Anusenent Machines. Commanding officers may assign the
responsibility for the adm ni strati on and nmanagenent of the MAR
anusenent machine programto either the |ocal Navy Exchange officer or
the MAR director. Guidance for review ng the adequacy of controls
over this source of revenue is contained in reference (m.

a. Commanding officers are authorized to own or contract
directly for anusenent machi nes.

(1) A contractual agreenent under which a contractor
installs, maintains, and services machi nes for a percentage of the
i ncone generated is the easiest way of obtaining anusenent nachi nes.
Such arrangenments are normally preferable to outright purchase. This
is particularly the case when using electronic and el ectro-nechani cal
machi nes requiring frequent or special servicing. This approach also
permits rotation of games to maintain patron interest. Qutright
pur chase may produce higher income but should be limted to types of
equi pnent capabl e of sustaining patron interest, and which fall within
the activity's capability for service and mai ntenance. All |ease
arrangenents shall be treated as contracts under the provisions of
chapter 3 of reference (e).

(2) Al contracts awarded on behal f of MAR NAFI s shal
provide for paynment of incone generated by each nmachine directly to
the MAR activity on whose prem ses the nachine is | ocated. The
commandi ng of ficer shall determine the distribution of proceeds from
machi nes | ocated in other than MAR activities.

b. Procurenment of anusenment nmachines with appropriated funds is
not authorized. Procurenment from NAFs is authorized and shall be
conducted on a conpetitive basis in accordance with reference (e).
Areal/regional contracting anong MAR NAFIs to effect cost savings or
adm ni strative efficiencies is encouraged.

c. For further operational guidance, refer to the anusenent

machi ne operations guide (second addendumto the BUPERS Cl ub Branch
gui debook "Busi ness Unusual " (NOTAL)).

Encl osure (4)
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4. Bingo

a. Bingo is prohibited on all naval shore activities except when
aut hori zed and operated by and for a Navy club or recreation program
follow ng the regul ations and controls bel ow. Special groups, (e.g.
Navy League, Parent-Teacher Associations, advisory groups, spouse
clubs, etc.), are not authorized to sponsor or operate bingo prograns
in Navy club or recreation facilities or areas.

b. Well-regulated bingo is widely accepted as a proper incentive
for social gatherings on mlitary installations. It enables mlitary
personnel to participate in a group activity that will stinulate off-
duty social contacts of a recreational nature, as well as provide a
necessary diversion fromthe exacting demands of daily mlitary
duties, thereby pronoting enhanced noral e anong participants. Well-
regul ated bi ngo prograns shall be designed to pronote participation

c. Bingo is authorized in Navy recreation facilities on naval
installations within the United States, its territories and
possessi ons, which are fully ceded, and on those installations which
are not fully ceded where the playing of these ganmes is not prohibited
by the state concerned. On overseas naval installations, outside the
U S, its territories and possessions, the playing of bingo is subject
to regul ati ons of the area commander concer ned.

d. The playing of bingo is subject to the foll ow ng regul ations:

(1) Participation in bingois limted to eligible patrons
and up to three bona fide guests per patron

(2) Activity managers, supervisors, enployees of the
activity sponsoring bingo (i.e., the facility hosting bingo) and their
i mediate fam |y nmenbers nmay not take part in the bingo gane or accept
prizes. Commanders may inpose additional |ocal restrictions regarding
those eligible to play bingo. Enployees of one MAR activity may
participate in bingo sponsored by the other activity if otherw se
eligible. This also applies to volunteers serving as bingo callers
and nonitors.

(3) Bingo prizes may be cash or nerchandi se.

Encl osure (4)
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(4) In the United States, its territories and possessions,
on installations fully ceded, and on bases not fully ceded where bingo
is not prohibited by host state/territory/possession |aw, the
cash/ merchandi se prizes or a conbination thereof may not exceed 90
percent of annual bingo revenues.

(5) Commanding officers may establish |imts/standard
prize amounts for all bingo ganes as deemed appropriate.

(6) When there is nore than one wi nner of a prize, the
cash will be divided equally anmong the wi nners. Unless otherw se
agreed to by the individuals concerned, nerchandise prizes will be
awarded to the person who wins a coin toss.

(7) The MAR department manager responsible for each event

will ensure that bingo wi nners sign their nanes and persona
identification data on the bingo activity sheet before receiving
prizes. (Quests will give the name of their sponsor.

(8) Playing of bingo may be included in |ocal
advertisenents. However, appropriated funds may not be used to nai
bi ngo advertisenments or any type of publicity.

(9) Cash received frombingo card sales will be controlled
by using visual or kickout tape cash registers along with col ored,
doubl e-roll, theater-type tickets, or prenunbered, two-part guest
checks. Al bingo cards (regular, throw away, or punch-out) wll be
prenunbered and any missing cards will be reported for MAR managenent
attention.

(10) Wen theater-type tickets are used, the bingo cashier
will give the purchaser a ticket (for the door prize) for each card
purchased. One ticket color will represent cards selling for one
price. \Wen cards are sold in nultiples at a special price, another
color of ticket will be chosen and a ticket given for each card sol d.
The cashier will retain one ticket for control purposes and for use in
door prize drawings. Bingo cards nust be date stanmped. These
procedures will also apply when throw away or punch-out bingo cards
are not issued in nunerical order.

(11) Wthin these policy parameters, conmandi ng officers

must be sensitive to | ocal conmunity perception and use proper
j udgnent regarding the type and size of bingo prizes awarded.

Encl osure (4)
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5. Cash Prizes

a. Awards of cash, savings bonds, and certificates redeemable in
cash or property for achi evenent or proficiency in appropriate
recreation events sponsored by the recreation program are authorized
subject to the foll owi ng provisions:

(1) NAFs will not be used to subsidize the cost for the
type of awards, i.e., cash prizes will be funded only fromentry fees
or conmerci al sponsorship

(2) \When cash awards are given in conjunction with an
event the participants should be informed that acceptance of a cash
award may jeopardize their amateur sports standing.

(3) Team awards are not authorized, except in bowing and
gol f where team awards are customary.

b. Gft certificates redeemable for nerchandise in |ocal MAR pro
shops are encour aged.

6. Standards of Conduct, Ganbling, Raffles

a. References (f) and (m provide guidance for signing
compl i ance statenents and prohibit certain fornms of ganbling, such as
raffles or lotteries, which involve the collection of noney and the
distribution of a prize by chance. Reference (f) states, "Wile on
gover nment owned, |eased, or controlled property, or while on duty for
t he government, Departnent of the Navy (DoN) personnel shall not
participate in any ganbling activity, including a lottery or pool, a
game of chance for noney or property, or the sale or purchase of a
nunber slip or ticket."

b. The giving away of a free prize, for which "no purchase is
required" is permtted.

c. Bingo is permtted when operated in accordance with paragraph
4 of this enclosure.

d. Slot machines are permtted when specifically authorized by
CHNAVPERS, per NAVM LPERSCOM NST 1746.1 (NOTAL).

Encl osure (4)
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7. Copyrighted Sound and Vi deo Recordi ngs

a. Per reference (g), Navy policy does not condone, facilitate,
or permt unlicensed public performance or unlawful reproduction for
private or personal use of copyrighted sound or video recordings,
usi ng governnent appropriated or NAF-owned or | eased equi pnent or
facilities.

b. Wthin the Departnent of Navy (DoN), displays or perfornmances
on board ship, in bachelor officer or bachelor enlisted quarters, day
room barracks, general ness, in an isolated area or depl oyed area,
are not considered "public" provided the performances or displays are
made wi thout any purpose of direct or indirect commercial advantage
and w thout charge to the recipients.

c. Reproducing copyrighted sound and vi deo recordi ngs on Navy
install ati ons, using governnent APF or NAF owned equi pnent is
pr ohi bi t ed.

8. Satellite and Cable TV Reception

a. Cable TV policy is issued by the Navy Broadcasting Service
(NBS) per reference (h). NBS nust be involved in franchi se agreenent
revi ew and approval and provides a consultation service to conmandi ng
officers interested in cable TV. Commands nust follow nornal
competitive procedures to grant a cable operator a franchise. This
prevents the use of government funds for installation of service.
NAFs must be used to pay connection fees and service charges in a
recreation facility.

b. Satellite reception. NBS is the authority for satellite
reception policy (dishes, earth stations). Only honmeowners can
receive satellite signals into their residences without entering into
a licensing agreenment with copyright owners. A NAF activity cannot
establish an earth station/satellite dish systemw thout establishing
program provi der service agreenments. To do otherw se could constitute
signal piracy and copyright infringenment, which is punishable under
t he Cabl e Communi cations Policy Act of 1984. Commands shoul d consult
with NBS to receive satellite services legally and properly negotiate
agreenents.

9. Recyclable Materials Program

a. Per references (i) and (j), at least 50 percent and up to 100
percent of the proceeds fromthe sale of recyclable solid wastes can

6
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be distributed to the | ocal MAR departnment supporting mlitary MAR
activities. Reference (j) provides Navy gui dance for establishing and
operating a qualified recycling program

b. Recycling is not an MAR program al though it is frequently
managed by the MAR departnent. Chapter 3 of reference|(j)| provides
for the use of appropriated funds to support a qualified recycling
program | Encl osure (6), paragraph 5j(10) of this instruction
prohibits the use of MAR NAFs to subsidize a non- MAR program

10. Single Sailor Program This programis intended to

devel op/inprove social skills and nmeet the |eisure needs of single
sailors between 18-25 years old. The programincludes events,
services and activities designed to enhance social skills and pronote
prograns that teach positive use of free tine. A dedicated Single
Sailor Programis reconmmended for Navy bases with bachel or enlisted
gquarters popul ation of 1,000 or greater, and all overseas bases.

11. Support of Navy Health and Physical Readi ness Program (HAPR). In
nost cases, recreation prograns have the expertise to provide

assi stance to conmand fitness coordinators in inplenmenting the Navy's
HAPR Program The foll owi ng support of HAPR by the recreation program
is permtted:

a. Making available facilities for the adm nistration of any
required fitness tests, physical training or self-directed prograns.
Facility requirenments should be coordinated with the recreationa
sports director and requested in advance by the command fitness
coordinator to mnimze the inpact on the recreation program

b. Providing assistance and support to the |ocal command fitness
coordinators within existing and authorized resources. Any
identifiable NAF paynents (e.g., staff, equipnent, training, etc.)
which are incurred in providing support to any el enment of the HAPR
program should be billed to the local conptroller and paid to MAR with
appropriated funds as provided in reference (b), Anticipated
identifiable APF costs should be budgeted for, and coordinated wth,
partici pati ng conmands.

c. Encouraging appropriate recreation services staff to
participate in command fitness coordi nator training courses when
schedul ed in the | ocal area.

d. Encouragi ng conmands to designate certain periods of the
day/week at recreation sw nmmng pools for no-fee sw nmmng by active
duty personnel to neet training needs for physical readi ness testing.

7
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12. Use of Oficial Mail. NAFlIs may use official mailings only to
conduct official business concerning matters of Navy Departnment

adm ni stration, such as reports and correspondence regardi ng

regul ations, policies, practices, etc. Specific policy and gui dance
related to recreation activity use of official mail postage paid
indicia is contained in OPNAVI NST 5218. 7A

13. Training. A recreation services program manager, e.d.,
recreational sports director, youth activities director, golf program
manager, aquatics director, etc., should successfully conplete the
Bureau of Naval Personnel (BUPERS) M d-Level Manager course (S-000-
0016) and the Managenment Skills Training course (MASTR) (S-000-0017)
at the earliest practicable date, preferably prior to or soon after
their first enploynment in MAR

a. Recreation specialists in the 188 job series should al so
conpl ete these courses. Professional staff nmenmbers/division directors
managi ng nore than one najor recreation services program should al so
successful ly conplete the MAR Seni or Managers' Financial Managenent
course (S-541-001). See the current BUPERS MAR training program
catal ogue for a course description, dates and | ocation of these
requi red courses.

b. Al BUPERS courses listed in the MAR training program
cat al ogue may be conducted at |ocal bases on a reinbursabl e basis upon
of ficial request by the MAR director.

C. Recreation services personnel attending BUPERS MAR trai ni ng
cour ses, workshops, sem nars and conferences are authorized
appropriated travel funds. MAR Category C business programtraining
events are excepted fromthis policy.

d. Recreation program managers and recreation specialists (188
series) should attend at | east one outside professional devel oprment
session biennially after conpleting the courses recommended in
par agraphs 13 and 13a. above. This requirenent may be satisfied by
attendance at BUPERS recreation specialty workshops, National
Recreation and Park Association (NRPA) training courses, conferences
and wor kshops, | ocal on-base conmand training sessions, |oca
uni versity/comunity col |l ege courses and ot her appropriate training
opportunities.

e. A local systematic approach to on-the-job training (QJT) is
strongly encouraged. To that end, the BUPERS Detachnment (DET) Moral e,
Wl fare and Recreation Training Unit (MARTU) administers a Media
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Resource Center (MRC). The mission of the MRCis to provide

prof essional |y produced and up-to-date technical, nanagenent,

| eadership and notivational videos to supplenent the training prograns
of Navy MAR departnents.

14. Custoner Service Training. Custonmer service training is
mandatory for all Navy MAR enpl oyees. The 3 hour training program
"Navy MAR  First For Fun Custonmer Service Training Program and the
acconpanyi ng vi deo tape, "Custonmer Service - It's Everyone's Job," is
avail abl e at every Navy MAR activity or can be borrowed fromthe MARTU
Lending Library. Any MAR manager who has attended the training course
"MAR M D LEVEL" may be a course |eader for the custoner service
trai ni ng program

15. Cardi opul nbnary Resuscitation (CPR) Training. It is recomended
that all recreation specialists in the 188 series at the entry and

m d-l evel be CPR qualified. It is strongly encouraged that others in
di rect program | eadership or assist jobs also be CPR qualified. It is

reconmended that each MAR departnment have soneone on staff certified
to give this training.

16. Training to Prevent Al cohol Abuse. Al coholic beverage servers
shall receive annual training in preventing al cohol abuse. The only
recogni zed source for this annual training requirenent is the "Al coho
Server Intervention Training" course contracted through BUPERS. Such
training shall include, as a m nimum understandi ng and recogni zi ng

i ntoxi cation, nonitoring al cohol consunption, intervention techniques
and identification of mnors. Training prograns and materials shall
be provided by the BUPERS recogni zed training organi zations.
Certification of conpletion of training shall be included in each
enpl oyee' s personnel file.

17. Menbership in Professional Organizations. Menbership in

prof essi onal organi zations that best neet the needs of recreation
services is authorized. Paynent of nmenbership fees for MAR enpl oyees
is authorized provided such nmenbership is by job title and in the name
of the MAR fund. Organizational nenberships are al so encouraged.

18. Managenent Assi stance. Technical assistance is available for all
conponents of the recreation program from CHNAVPERS (Pers-651), upon
request of the command or the chain of conmand.

19. Safety. A positive safety programshall be in effect for
recreation activities. Quidelines for the establishnment of an
adequate safety programare outlined in references|(k) and (1).
Activities are encouraged to take advantage of safety assistance
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prograns offered by the Navy Safety Center or the |ocal safety
of ficer.

20. Risk Managenent. CHNAVPERS provides a risk managenent program
for all NAF instrumentalities under its cognizance. Policies and
procedures pertinent to the NAF R sk Managenent Program are contai ned
in reference (1)|

21. Fleet Recreation. The Navy Fleet Recreation Program addresses
the recreati onal needs of shipboard sailors and is governed by
reference |(r)|

22. Youth Prograns. Navy Youth Prograns provide conprehensive year-
round recreation activities and services for youths aged 6-17 years.
The Youth Recreation Programteaches positive lifestyles and hel ps
chil dren devel op positive attitudes toward Navy life. The Youth
Programis governed by BUPERSI NST 1710.21 (NOTAL).

23. Navy Information, Ticket and Tours (ITT) and Contracted Leisure
Travel Prograns. BUPERSINST 1710.23 (NOTAL) provides policy and

gui dance for the operation and nanagenent of an ITT program and the
solicitation and nonitoring of leisure travel contracts in order to
ensure and pronote quality recreation prograns.

24. Adm nistration of Navy Sports Prograns. Policy and standards for
t he operation and managenent of the Navy Sports and Fitness Programis
contained i n BUPERSI NST 1710. 20 ( NOTAL).

25. Aquatics Prograns and Facilities. Aquatic prograns and
facilities are an inportant element of any MAR program Policy for
operating a safe and effective aquatic programand facility is
contained in reference (k).

26. Navy Recreation Sailing Program Policy and guidance for the
operation of recreational sailing prograns is contained i n BUPERSI NST
1710. 18 (NOTAL).

27. Bowling Program Bow ing center operating guidelines and
financial standards are contained in enclosure (1) of BUPERS |Itr 1710
Ser 651/00650 of 28 Apr 93 (NOTAL).

28. (Golf Program Golf course operating guidelines and financial
standards are contained in enclosure (1) of COWAVM LPERSCOM Itr 1710
Ser 651/1299 of 1 May 91 (NOTAL).
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PLANNI NG, MEASUREMENT, AND EVALUATI ON

1. Planning, Measurenent, and Eval uation. Effective planning and
evaluation is the key to a successful recreation program

a. Basic Policy

(1) An MAR 5-Year Master Program Pl an including recreation
shall be locally devel oped, maintained and revi ewed annually for each
naval installation. This plan will be used to project and quantify
recreation programinitiatives, based on patron needs and preferences
assessment; to provide a nmeani ngful and equitable program
prioritization system and to validate projects, taking into account
t he adequacy of existing prograns and facilities and off-base
alternatives.

(2) The 5-Year Master Program Plan will include an
inventory (resource assessnment) and prioritization of all MAR
activities on an installation. Priorities will be based on program

needs, rather than the availability of fiscal resources. Alternative
and non-traditional approaches to providing needed services should be
studi ed and used, when appropriate, to satisfy comrunity-unique
characteristics. The plan should address projected expansions,
reductions, elimnations, conversions, consolidations and repl acenent
of activities in order to provide higher program needs.

b. Patron Needs and Preference Assessnment

(1) The CHNAVPERS Smart Conpass Lei sure Needs Assessnent
Survey shall be conducted triennially for each naval installation
CHNAVPERS wi I | provide the Smart Conpass Lei sure Needs Survey
guestionnaire, and analyze and distribute the results to comandi ng
of ficers adm nistering MAR prograns.

(2) The patron needs survey, when conbined with the
assenbly and anal ysis of other locally avail able data, should provide
t he necessary managenent information to address the factors bel ow

(a) Personal needs, interests, preferences,
satisfaction, and patron usage of current prograns and facilities.

(b) Installation profile to include denographics and
mar keti ng dat a.
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(c) Recreation facility on-base inventory both
current and progranmed; size, capacity, condition and adequacy; |and
use restrictions and environnmental factors; hours of operation; fees
and charges; and accessibility.

(d) Recreation facility inventory of off-base
services available in the surrounding area. Data for eval uation of
alternatives should include facility size, conditions, and capacity;
availability during desired usage tinme; fees and charges; adequacy of
transportation, proximty and equal opportunity considerations. Of-
base facilities include:

1. Private, comercial, and public recreationa
resources i medi ately adjacent to the installation or, in the
continental United States (CONUS), within 10 mles or 30 m nutes
travel tine fromthe main gate

2. Adjacent mlitary bases within 10 mles or 30
mnutes travel time fromthe main gate.

(e) Human resources inventory: available or
proj ected manpower (APF, NAF, and mlitary). Manpower resources nust
be sufficient to satisfy needs for effective operati on and nanagenent
within fiscal resource constraints.

(f) Fiscal resource inventory: the ability to fund
t he devel opnent of a program and to provide for operating costs with
appropriated funds, NAFs, or other fund sources.

c. Evaluation is a continuing, ongoing function whereby
pertinent program process inprovenent information is gathered in order
to assess the efficiency of programdelivery and content and the
effect of the programon the participant. This information should be
used to determ ne the adequacy of the programin reaching its stated
obj ecti ves.

(1) A systematic nmeasurenent and eval uation process wl|
be in place for each program service, activity, and event. It should
measure service quality, patron satisfaction as well as cost
contai nment and financial results.

(2) A uniformmethod of collecting patron inpact (usage)
data will also be established for each program
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(3) Patron/custoner focus group sessions should be
conducted and the results acted on for each major program service,
event, and activity at least biennially.

(4 At amninum a sinple plan should be witten for each
maj or program It should describe: the target patron, core |eisure
need to be satisfied and others as appropriate (e.g., social benefits,
sort by patrons), tinme and place, staffing (i.e., enployees and
vol unt eers), supplies and equi pnment needed, internal and external
departnental support required, break-even price analysis (BEPA),
establishing a fee, charge or price for the program projected patron
count and financial objectives.
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FI NANCI AL MANAGEMENT

1. Responsibility For Funds. The basic policies governing funding
and managenent of |ocal recreation prograns are as foll ows:

a. Depending upon the nature of individual types of recreation
activities, sone will be operated and maintai ned wholly or
predom nately with APFs, while others will be operated and naintai ned
whol Iy or predom nately with NAFs. Specific authorizations for
el ements of expense are defined in reference (b).

b. Monies generated by or entrusted to an MAR fund shall be
properly and effectively used and accurately accounted for and
saf eguarded. Nonappropriated recreation funds are, in effect, trust
funds generated by Navy personnel and their famly nenbers to help
provide financial support for their recreation activities. Adequate
controls nust be instituted to guard agai nst the m suse of such funds.

c. The benefits of recreation funds accrue only to those
mlitary personnel, their famly nmenbers and ot her authorized
personnel for whomthe funds are dedi cated.

d. Excess funds shall not be accurul ated but shall be prudently
used to inprove/ expand | ocal progranms as validated in the 5-Year
Mast er Program Pl an.

e. Maxi mum appropriated fund support all owabl e per reference (b)
i s encour aged.

2. Audits and Reviews. Responsibilities and procedures for
conducting audits and/or reviews are outlined in references (m, (n),

(o) and (p).

3. Support of Tenant Activities. Per reference (q), when

organi zations, units, or individuals of DoD Conponents are stationed,
either within the United States or overseas, at an installation of
anot her service, the "installation commanders responsibility" for MAR
activities and the responsibility for the provision of funds rests on
the command of the installation at which such organization, unit, or

i ndi vidual is stationed.

a. Al DOD conponent organizations or units on an installation
will be provided MAR program and facility use privileges conparable to
those granted organi zations or units of the parent service of the
installation.
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b. Al personnel of tenant organizations/units will have the
opportunity to participate in recreation prograns; to obtain
menbership in recreation activities, if applicable; and-when DCOD
component policies provide for distribution to be nade on-this basis,
to be counted for purposes of distributing MAFs.

c. Navy organi zations tenanted on installations of other
services shall not establish separate MAR Funds.

4. Participating Units. A wunit is considered to be participating in
an MAR fund as soon as it is officially |located or tenanted in the
jurisdiction of a commandi ng officer and does not operate its own MAR
fund. Shi ps undergoing a najor overhaul at a base or station are
entitled to be participating units of the | ocal MAR fund ashore.

a. Commanding officers operating MAR funds under the Recreation
and Mess Centralized Accounting System (RAMCAS) are to nmake avail able
funds for use in financing special Recreation expenditures in support
of participating menbers/units of their MAR fund at a standard rate of
$ 6 per assigned mlitary per year. Only those active duty mlitary
per sonnel who have been assigned or attached to a command for 30 days
or nore will be eligible for credit and support. Mbile Units are
eligible for such support only for the period in which they are
participating nenbers of the MAR fund. Expenditures by participating
units should be recreational in nature and in accordance with
paragraph 5j of this enclosure.

b. Participating unit conmandi ng officers should use |ocal club
and recreation services to the maxi num extent practicable.

c. The conmmitnent of funds by participating units comuandi ng
officers or officers in charge occurs after they have requested
authority to obligate fromthe conmrandi ng officer of the MAR fund and
are i ssued a purchase order. When a purchase order is inpractical
petty cash funds or a check may be issued to the participating unit
commandi ng officer or officer in charge. 1In such cases, vendors
recei pts covering such expenditures shall be given to the MAR director
for retention as official records related to the expenditure of such
funds. Any unexpended bal ance shall be returned to the account for
that particul ar organi zation. Wen petty cash is used or a check is
i ssued, the receiving commandi ng officer or officer in charge nust
assure expenditures are made in accordance with reference [(e)!
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d. Unit allocations are intended primarily to provi de commuandi ng
officers and officers in charge of nenber units of the MAR Fund with a
source of NAF to be used to enhance unit identify. These funds should
not be used solely for parties and picnics. The purchase of alcoholic
beverages with unit allocation funds is authorized but discouraged.

e. Unexpended bal ances of unit allocation funds shall not be
carried over to succeeding fiscal years. Except as provided in
reference (r), such funds accrued by a participating unit shall not be
transferred to any other MAR Fund in the event that unit is rel ocated.

f. A nmenber unit of an MAR fund shall not maintain a separate
bank account, MAR fund, or recreation property account.

5. Local MAR Fund Fi nanci al Managenent

a. Purpose. The purpose of the local MAR fund is to support
| ocal recreation prograns and facilities by providing a fiscal entity
wi th which the recreation program accounts for and controls its NAF
financial resources.

b. Policies and Procedures. Activities shall conmply with the
policies and procedures defined in reference (c); the CHNAVPERS RAMCAS
Users Handbook (NOTAL); and other policies and procedures issued by
CHNAVPERS

c. Admnistration of Local MAR Funds

(1) Types of Local MAR Funds. Local MAR funds may service
i ndi vi dual ships, stations or other independent activities, or may
provide recreation support to multiple comands or activities which
share a basic set of recreation facilities. Only one MAR fund shal
be established to adm nister the NAFs and recreation prograns for the
entire community supported. Authority to establish a MAR Fund nust be
obt ai ned from CHNAVPERS ( Pers-65) per reference (qQ).

(2) MAR Categories. MAR activities have been divided into
three categories, with the level of direct appropriated support
al | onabl e defined by programactivity category as foll ows:

(a) CATEGCRY A: M SSI ON SUSTAI NING ACTIVITIES. This
category contains those activities which are considered nost inportant
for the health and well-being of the mlitary nmenber. Fees are
usual Iy not charged active duty or reserve nmenbers for using
activities in this category and thus linmted revenues are generated.

3
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Category A activities should be supported primarily with APF.
Category A activities include gymasi um physical fitness/aquatic
training, sports/athletics (self-directed, unit level, and
intrarmural), parks and picnic areas, etc.

(b) CATEGCRY B: BASIC COMMUNI TY SUPPORT ACTI VI TI ES.
Category B activities contribute to the m ssion, but are capabl e of
generating sonme revenue. They include youth activities, outdoor
recreation, autonotive skills devel opnent, bowing centers (12 | anes
or less), information, tickets and tours (ITT), recreational sw nmm ng
pool s, sports prograns above the intramural |evel, etc.

(c) CATEGCORY C. BUSI NESS ACTIVITIES. Category C
activities have the highest capability to generate revenue through the
sal e of goods and services to authorized patrons. Category C
activities include: bowing (13 | anes or nore), golf, clubs, marinas,
etc. Business activities receive only limted, indirect APF support.
However, business activities at renote and isol ated base, approved by
Congress, are authorized APF support simlar to Category B activities.

d. Recreation Revenue. Fees and charges may be | evied for
certain recreation activities to help offset the cost of these
prograns. Wen established, fees should offer a reasonabl e di scount
from conparabl e of f-base activities. Fees for facilities/prograns
wi th high revenue capability such as golf, bowing, and marinas shoul d
cover operating costs, contribute to equipnent replacenent, help fund
ot her prograns, and provide a reasonabl e di scount from conparable off-
base recreation facilities/prograns. Wen practical, a basic core of
recreation activities should be free so that no person is denied the
opportunity to participate in sonme kind of activity because of a | ack
of funds.

(1) As a guide to commanding officers, the following is
of f ered:

(a) The total recreation programis not intended to
be profit generating, even though certain recreation activities are
required to generate a profit (i.e., Category C recreation
activities). The MAR director should establish financial objectives
(self-sufficiency/cost recovery) for each recreation activity through
t he annual MAR NAF budget process. Once the budget is approved by the
commandi ng officer, these financial objectives should be the standards
by which the activity is eval uat ed.
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(b) The level of charges for the use of prograns
shoul d be governed by the need to neet the operating cost of the tota
MAR program i ncludi ng nonappropriated fund costs for staff,
mai nt enance, replacenent of equi pnent, and ot her overhead.

(c) Fees established for activities of a highly
speci ali zed nature involving high equi pnent, operation or maintenance
cost and with limted interest and participation, should be sufficient
to offset the costs of the operation

(d) Fees shall not be charged active duty for the
check-out of basic equi pnent essential to participation in physical
conditioning activities or for individual access to conditioning
facilities or installed equi pmrent. However, provided conparabl e
facilities are avail able on an uncontrolled access basis w t hout
charge, reasonable charges may be levied for access to facilities
which require a high | evel of maintenance or attendant service (e.qg.
health club-type fitness center).

(e) Al costs associated with the operation of
physical conditioning facilities are chargeable to appropriated funds.
As a general policy, fees and charges should be applied to enrich the
program and provi de services which could not otherw se be offered, as
wel |l as provide for recapitalization of worn out assets.

(f) Rental fees should anortize the nonappropriated
cost of the equi pment and/or nmintenance requirenents (e.g., golf
carts, canpers and outboard notors).

(g) The overhead costs which result fromthe
coll ections of fees and charges should be carefully considered before
fees and charges are authori zed.

(h) When fees are established, no one should be
exenpt from paynent. Each individual should be charged the
established fee for an equival ent anount of participation.

(1) Active duty and reservists will be charged the
sanme fees for Category C MAR activities.

(j) Fees for participation in recreation sponsored
activities or services may not be paid directly to instructors or
i ndividuals providing the service. Al such fees shall be deposited
in the MAR fund.
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e. Credit Cards. The use of major national credit cards in
recreation prograns is authorized, e.g., resale outlets and service
prograns such as outdoor recreation rental centers, and information
tickets and tours.

f. Petty Cash and Change Funds. Petty cash and change funds,
authorized in witing by the conmandi ng officer, may be maintained in
anounts consistent with the needs of the recreation program and
adm ni stered per paragraphs 511-513 of reference (c).

g. Appropriate Use of MAR Funds. Nonappropriated MAR funds wi ||
be expended on official recreation progranms and facilities on an
equitable basis. The intent of such expenditures is to maintain a
bal anced, adequate recreation program

(1) Enphasis should be placed on prograns which benefit
the greatest nunber of eligible patrons. A w de range of activities
may be applicable if the |evel of interest indicates that patronage
woul d be forthcom ng.

(2) Limted support for special interest groups should be
carefully nonitored and restricted to those activities which have the
potential of inproving the total capacity of the recreation program

h. Onbudsnen Expense Rei nbursenent. APF or |ocally generated
NAF funds and/or unit allocations may be used to rei nburse expenses
for onmbudsmen. NAF support may occur under the follow ng conditions:

(1) Reinbursenent is authorized only when the onbudsnen
volunteer is working in an approved vol unteer capacity.

(2) Reinbursenent should be budgeted for, available on an
equitabl e basis for all ombudsnen, and approved by the commuandi ng
of ficer.

(3) Onbudsmen must submit receipts for reinbursenment to
the commandi ng officer or designated representative.

(4) Specific itenms that nmay be reinbursed are as foll ows:
(a) Child Care - Reinbursenent is not to exceed the
| ocal rate of the Navy child devel opnment center. Rei nmbursenent of

child care expenses for ombudsnmen does not change established child
devel opnent center usage priorities.
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(b) MIleage - Reinbursenent for mleage will be at
the Government Privately Owmed Vehicle (POV) rate. M eage should be
docunented in order to claimreinbursenent.

(c) Parking and Tolls - Parking and tolls will be
rei mbursed upon presentation of receipts.

(d) Tel ephone - Toll calls not covered by commuand
tel ephone credit cards may be rei mbursed upon presentation of
receipts.

i. APF Reinbursenents. As of 1 Cctober 1990, appropriated funds
may not be used to reinburse a NAFI. This does not preclude an APF
entity (e.g., public works) fromcontracting the NAFI for services,
functions, or goods that the NAFI is in a unique position to provide
(e.g., catering an official event).

j. Prohibited Use of Nonappropriated MAR Funds. The use of MAR
funds is authorized for only those purposes related to the official
MAR program MAR funds will not be used for non-recreation
activities, facilities or equipnent or for groups not directly rel ated
to or sponsored by the MAR program MAR funds may not be expended for
the foll ow ng:

(1) For paynents to mlitary personnel for services
rendered as an individual or as a menber of a team including officers
in charge and nenbers of their staffs, participating in authorized
recreation events.

(2) For paynent to officers for work perforned on
recreation services matters. Consistent with the requirenents of the
Dual Conpensation Act, conm ssioned or warrant officers may not
recei ve conpensation fromthe MAR fund. (This does not preclude the
paynment to officers for officiating services or |essons provided per
references (e) and (s)).

(3) For paynment to enlisted personnel for work perforned
on recreation matters unless the follow ng conditions are net:

(a) The work is in addition to their regul ar
assignment and is perforned during off-duty hours.

(b) MAR enpl oynment, by reason of hours or nature of

the work, does not interfere with the proper and efficient performance
of their mlitary duties.
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(4) For paynent to DoD civilians for work performed on
recreation matters if they already hold a full-time job at anot her
appropriated or NAF instrunmentality, except for those persons already
hol ding the two positions on 1 Decenber 1964. (This does not preclude
the paynent to civilians of fees for officiating services or |essons
provi ded per reference (s)).

(5) For command receptions or for expenses of simlar
functions incident to activation of a new command.

(6) To construct, alter or renovate any facility or for
procurenment of any item of equi pnment not used primarily as an integral
part of the Recreation Program

(7) To defray operating expenses of dependent schools, nor
to pay tuition or fees incident thereto except as provided for in
reference (s).

(8) For support of aero or sky diving clubs.

(9) To defray general and adm nistrative expenses, e.g.,
sal aries, equipnent, supplies, travel, etc.) associated with support
of Navy general libraries (local nonappropriated fund support of
libraries is limted to the procurenent of library materials, print
and non-print).

(10) To defray or subsidize any operational, personnel, or
mai nt enance expenses for any non-Recreation Program e.g., recycling,
station mai ntenance/ custodi al contracts, station dining hall, etc.

(11) For support of religious prograns.

(12) For payment of instructors, tuition or purchase of
books for off-duty mlitary education prograns.

(13) For recognition awards, incentive awards, rating
badges, wing insignias, and simlar itens not related to the
recreation program except as addressed in reference (r). However,
unit allocation funds may be authorized for purchasing enbl ematic
items to be presented to personnel upon advancenent, speci al
recognition or reenlistnment. The unit cost of these itens may not
exceed 10 dollars. A maxi mum 10 dollars per person per occasion limt
applies to any presentation. No nore than 25 percent of the
aut hori zed annual unit allocations nay be used to purchase enbl ematic
items. For ships and other decentralized activities the unit
al l ocation provision does not apply but MAR funds used for these

8
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pur poses cannot exceed the 10 dollar unit cost and 10 dol |l ar maxi num
per person per occasion.

(14) For support of activities and prograns that are
unrelated to recreation purposes. (Expenditures for such itens as
"crash kits," "wel cone aboard" gifts, "farewell" gifts, "retirenment"
gifts, donations to Wves' C ubs, purchase of flowers, etc., and |ike
functions are not appropriate.)

(15) For purchase or mai ntenance of self-contained
underwat er breat hi ng apparatus or purchase, maintenance or recharging
of conpressed air tanks used in connection with such apparatus. This
does not preclude the provision of instructional classes through
contracting for services where the contractor provides required
equi pnment and carries appropriate liability insurance coverage.

(16) For support of functions which are held primarily to
accomplish public affairs or public relations objectives, i.e., ship
conmi ssi oni ng receptions/parties, air shows, or other sim/lar open
house events, beyond MAR s specific recreation involvenent in open
house events.

(17) For cash donations to or cash expenditures for any
charitable or fraternal group or organization

6. Budget Requirenents

a. Budget Requirenents for the Recreation and Mess Centra
Accounting System (RAMCAS) Activities. An operating and capital
budget will be prepared for each MAR fund operating under the RAMCAS
Budget instructions will be furnished to | ocal conmands annual |y by
Echel on 2 conmands based on gui dance provi ded by CHNAVPERS ( Pers-65).

b. Budget Requirenents for Decentralized Activities. An annual
financial plan is recommended for those MAR funds not operating under
the centralized accounting system prepared in according to procedures
outlined in chapter Il of reference (c).

7. Financial Assistance. Ships and shore conmands, including

di pl omatic offices (e.g., Defense Attaches) in areas under Navy
support cogni zance, not having a Ship's Store or Navy Exchange and not
ot herwi se supported by another MAR fund are eligible for financial

assi stance from CHNAVPERS at a standard rate of $25 per active duty
mlitary person per year or $12.50 per active duty student per year.
Submarine crews are supported during at-sea periods at a standard rate
of $10 per active duty mlitary person per year

9
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a. Requests for these funds should be submtted at the begi nning
of each fiscal year, identifying the nunber of eligible nenbers.
(Naval Reserve activities should submt their request to the
Commander, Naval Reserve Force). These funds are for the recreation
needs of active duty mlitary personnel for entertai nment, books,
magazi nes, and newspapers and for the procurenent and mai ntenance of
m nor recreation equi pnment and athletic itens.

b. New y Conm ssioned Ships. Newly conm ssioned ships are
provi ded, w thout request, an initial grant of funds to establish an
MAR fund.

c. Precomm ssi oni ng/ Conversi on/ Repai r/ Overhaul Units. Ships
under construction, major conversion, or overhaul in private shipyards
where recreation facilities are not avail able may request financi al
assi stance on a quarterly basis at the standard rate of $6.25 per
mlitary person per quarter

d. Naval Reserve Activities. Naval Reserve and Naval Air
Reserve Training Commands | ocated at other than regul ar naval
installations are authorized to nmaintain a separate MAR fund.
Requests for financial assistance for recreation purposes fromthese
activities should be submtted to the Commander, Naval Reserve Force.

8. Accounting Requirenents

a. Accounting for recreation funds and property by activities
operating under RAMCAS will be in accordance with the RAMCAS Users
Handbook (NOTAL) and reference (c).

b. If arecreation activity contains a food and beverage
operation that is an integral part of an activity, the revenue and
expenses associated with that operation should be charged to that
activity.

c. The MMR financial statements of activities operating under
the centralized accounting systemw || be prepared by RAMCAS. These
statenents will be distributed to the MAR director, the conmandi ng
of ficer, and Echelon 2 and 3 conmands on a nonthly basis.

9. MAR Fund Bank Accounts. CHNAVPERS and the chain of command
monitor the financial status of MAR funds. Cl ose coordination between
t he chain of command and BUPERS is required to spot negative trends
early and begin the corrective action process.

10
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a. Mnthly, Pers-65 will analyze MAR fund cash bal ances, cash
flow fromoperations and the total sources and uses of NAF cash
Based on this exam nation, MAR funds may be classified as either in a
deficit cash position or negative cash position. |If accounting
adjustnments/irregularities appear to be the cause, no action will be
taken until verification

(1) Deficit Cash Position. MAR funds with a negative
Concentrati on Bank Account val ue (RAMCAS account 101) for at least 1
accounti ng nont h.

(a) CHNAVPERS will send a letter to the Echelon 2
command, with copy to the installation commandi ng officer, detailing
the problem and requesting that corrective action occur.

(b) If sufficient progress is not apparent at the end
of 30 days, CHNAVPERS wi |l automatically use a General Journal Voucher
and transfer amounts out of RAMCAS account 102 (Restricted Cash -
Capital Qutlays) and into Account 101 to offset the deficit.

(2) Negative Cash Position. MAR funds with negative val ue
in all cash accounts for at |least 1 accounting nonth.

(a) CHNAVPERS will send a letter to the Echelon 2
commander, with a copy to the installation commandi ng officer,
detailing the problem Wthin 15 days of receipt of the letter, the
| ocal command nust provi de CHNAVPERS (Pers-65), via the chain of
command, a detailed plan for corrective action

(b) CHNAVPERS will rmonitor nmonthly. If sufficient
progress is not apparent within 60 days, instructions will be issued
to the local activity that check signature authority for the MAR
director and hi s/ her designated appointees is withdrawn. The
commandi ng officer will be required to designate another appointee,
not connected with the MAR office, as the signatory.

10. Decentralized Activities. Activities not operating under the
RAMCAS are referred to as "decentralized activities."

a. Procedures for accounting for decentralized activities are in
chapter VIIIl, reference (C).

b. Financial statements for decentralized activities will be
prepared and submtted in accordance with reference (t).

11
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(1) Notification of Depositories. The conmrandi ng of ficer
of decentralized activities shall notify depositories in witing that
CHNAVPERS i s successor in interest to the MAR fund bank accounts and
that the bank will have no responsibility after transfer of funds to
or under the order of CHNAVPERS. A copy of these letters shall be
forwarded to CHNAVPERS ( Pers-65).

(2) Investnent of Local Funds. Only decentralized
activities are authorized and encouraged to locally invest excess
cash. Excess cash is defined as nobney on hand which is not required
for day-to-day operations. These excess funds shall be invested in
short-term federally insured, interest-bearing accounts, (e.g.,
certificates of deposit, nmoney market fund accounts, and interest-
beari ng savi ngs/ checki ng accounts). Investnent maturities are limted
to 1 year or less to ensure the local activity is liquid enough to
meet liabilities.

(3) Taxes. MAR funds are instrunentalities of the Federal
Government (I RS Ruling 54-556), are not subject to incone tax, and are
not required to file incone tax returns. An MAR fund is not required
to file an application for exenption to establish its exenpt status
fromfederal incone tax (IRS Ruling 67-249). Additional guidance on
taxes is provided in references (c) and (s) and the RAMCAS Users
Handbook (NOTAL).

11. Disestablishment of MAR Funds. The conmandi ng officer is
responsi bl e for ensuring an orderly and proper disestablishnent
process. Assets supporting NAF activities shall be used judiciously
so that these resources are available for future use in support of
Navy-w de recreation requirenments. |nprudent expenditures, designed
to reduce funds and other assets to a zero bal ance prior to

di sestablishnent, are not permtted. The follow ng procedures are
intended to prevent clains and adjustnments subsequent to

di sestabl i shnent of NAF activities. These procedures are applicable
to Echel on 2 commands, type conmanders, inmedi ate superiors in comuand
and commandi ng officers. CHNAVPERS (Pers-65) should be provided a
pl an of action and mlestones, via the chain of conmand, at least 1
year prior to disestablishnment, detailing operational and financi al
pl ans to manage the closure process in an orderly fashion. The
following actions are required:

a. Followthe liquidation and closing steps outlined in
reference (c).

b. D spose of all equipnment as prescribed by the Echelon 2
commander or type conmander.
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c. Records and accounts of MAR funds may be disposed of in
accordance with reference (u).

d. Cdose-out, withdraw, or term nate for conveni ence (w thout
cost to the NAFI if possible) all outstandi ng purchase
orders/contracts. Prior to incurring term nation costs, consideration
shoul d be given to rerouting deliverables to other activities as
directed by the Echel on 2 conmmander or type commander. Contract
term nati on procedures are contained in reference (e), chapter 7.

e. Survey all unsal eabl e resal e nerchandi se on hand and report
mer chandi se to the Echel on 2 commander or type conmander
Redi stribute all unsold nmerchandise in a sal eable condition to other
activities, as directed.

f. Wite all creditors to determne if NAF [iabilities exist.
If obligations cannot be |iquidated before disestablishnent, creditors
shoul d be instructed to forward clainms to CHNAVPERS (Pers-65).

g. Ensure that all enpl oyee benefits are paid and ot her
entitlenments are adm ni stered per reference (s).

h. Decentralized activities should advi se the bank where MAR
funds are on deposit, in witing, to forward the final bank statenent
and any bank bal ance (nmade payabl e to CHNAVPERS) remaining 2 nonths
after disestablishment of the fund to CHNAVPERS (Pers-65).

i. Prepare a letter to CHNAVPERS (Pers-65) stating that al
i quidation steps have been taken. |If outstanding clains still exist,
i ndicate the name(s) of the creditor(s), amount of clains and reason
why clainms could not be liquidated prior to disestablishnment.
Decentralized activities shall submt the foll ow ng encl osures:

(1) Audited copy of Recreation Fund Fi nanci al Statenent
(NAVPERS 7010/ 2, as described in reference (t).

(2) Check or postal noney order payable to CHNAVPERS f or
the remai ning recreation funds, taking into consideration outstanding
checks.

j. Contact the IRS to cancel enployer identification taxpayer
nunber.
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PROPERTY, EQUI PMENT, SUPPLI ES, AND VEH CLE MANAGEMENT

1. Procurenent. Procedures for recreation activity procurenent of
supplies, equipnent, or services are contained in reference [(e)

a. Physical Inventory Requirenents. The follow ng m ni num
physical inventory requirenments shall apply to | ocal recreation
assets:

(1) Fixed Assets: Annually

(2) Mnor Property: Annually

(3) Resale Inventory: Quarterly

(4) Prepaid Tickets: Mnthly

2. Disposal of Excess Recreation Property

a. Recreation property which was purchased with appropri ated
funds shall be transferred to the Defense Reutilization Marketing
Ofice (DRMO) for disposal

b. Recreation property which was purchased with NAFs may be
di sposed of as follows:

(1) Used as trade-in for purchase of |ike property.

(2) May be reported to the Echelon 2 command via the chain
of command for redistribution as may be needed within the conmand.

(3) Excess NAF property may be sold to interested
i ndi viduals (including other conmands) through a seal ed bid procedure.
Such sal es should be offered to authorized MAR program patrons prior
to being offered to non-naval individuals or organizations.

(4) Not nore than annually, excess NAF property having an
original cost of $300 or less may be sold to authorized patrons in a
"garage sale," at a predeterm ned fair market price.

(5) Procedures for disposal of NAF vehicles are contained
i n paragraph 5 of this enclosure.
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c. In no instance shall property purchased with APFs or NAFs be
donated to any individual or non-Navy organi zation.

3. Disposal of Unserviceable Recreation Property

a. Unserviceable recreation property which was purchased wth
appropriated funds including recreational vehicles shall be
transferred to the DRMO for disposition

b. Property purchased with NAFs, including recreational
vehi cl es, which has becone unserviceabl e shall be disposed of as
foll ows:

(1) Property having an original cost of $300 or nore shal
be transferred to the DRMO for di sposal

(2) Property with an original cost under $300 shall be
destroyed. Two persons shall witness the disposal and verify the
destruction in witing.

(3) Al unserviceable MAR vehicles shall be transferred to
the DRMO for disposition.

c. As stated in NAVCOWT Manual, Vol 1V, Chapter 3, proceeds
fromthe sale of property owned by NAFIs shall be deposited to the
account 17X6875.3860. Upon receipt of the remaining anount due,
appropriate action should be taken to transfer the funds to the proper
account of the instrumentality that nmade the sale.

4. Disposition of Abandoned Personal Property

a. Disposal of abandoned property is allowed after being held 45
days with i nmedi ate di sposal authorized for property valued at $300 or
less. Property with a value of nore than $300 may not be di sposed of
until 45 days after the date it is received at a designated storage
poi nt .

b. Installations are authorized to retain portions of the
proceeds fromthe sal es of abandoned property which offset their costs
to di spose of abandoned personal property in accordance with the
following restrictions:

Encl osure (7)



BUPERSI NST 1710. 11B
01 JUL 1994

(1) Only direct costs, docunented as specifically
attributable to disposing the property, are to be retained fromthe
sal es proceeds by the installation. Any sales proceeds exceeding
di rect costs, docunented as specifically attributable to the sale of
the property, nmust be forwarded to the U S. Treasury.

(2) Installations are not authorized to retain anmounts in
excess of the direct costs of disposing of a specific item Proceeds
fromone itemof property may not be retained or used to offset costs
of di sposing of another piece of property.

c. 10 USC 2575 requires that proceeds be available for clains by
owners and their heirs after the property is sold. Thus, any proceeds
retai ned are subject to reclamation by the U . S. Treasury in order to
honor clains for up to 5 years after disposal of the item

5. Vehicle Adm nistration

a. Definitions

(1) MAR Vehicles are those vehicles purchased with NAF
and/ or operated/ mai ntained wi th NAF.

(2) Oficial MAR business inplies travel and
transportation for authorized MAR purposes.

(3) MAR Vehicle is a self-propelled notor vehicle suitable
for use on public roads and used for the novenent of suppli es,
equi pnent, and personnel in connection with official MAR business.
Exanpl es are trucks of all types, vans, autonobiles and buses.

(4) Special Purpose Equi pnent/Vehicle is a vehicle/rolling
equi pnment not otherw se classified above. Included are v vehicles
whi ch have been nodified for specific purposes that woul d prohibit
them from bei ng used for any other purpose, e.g., golf ball pick-up
tractor, golf carts, tractors, riding nowers, cenment m xers,
snowrobi | es, go-karts, power cycles, trucksters, |oaders, trailers
(i ncludi ng canmpi ng, boat, utility, horse, etc.), graders, fork-lifts,
cranes, welders, aerators and simlar types of equipnent. Application
of vehicle nmovenent restriction to on-base areas does not by itself
qualify the itens identified in paragraph 5a(3) of this enclosure as
speci al purpose.
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b. Policy

(1) NAF-owned Vehicles. NAF may be used to procure
vehicl es for Navy recreation purposes in accordance with provisions in
this instruction and reference (e) in support of official MAR
busi ness.

(a) The use of MAR vehicles for the foll ow ng
pur poses is prohibited:

1. Transportation when APF vehicles are adequate
and/ or econom cal commercial transportation is avail able.

2. Transportation between domcile and place of
enpl oynent .

3. Transportation for private business or
personal engagenments of mlitary personnel, nmenbers of their famlies,
or ot hers.

4. Transportation for official Navy business not
associ ated with MAR prograns.

5. Any purpose that could be construed as being
conmpetitive with private enterprise

(b) Prestige vehicles will not be procured or
fi nanced by NAF.

(c) Ships, staffs and other commands, squadrons,
units or detachments of the operating forces of the Navy that |eave
MAR vehi cl es behind during periods when they are absent fromtheir
honmeports or other places where vehicles are |located, will turn
control of the vehicles over to the nearest MAR fund ashore for
custody and use during the period they are away fromtheir homeport.

(d) The anticipated |ife expectancy for new MAR
vehicles is established as a mnimumof 6 years from nanufacture or
72,000 mles. Vehicles obtained from DRVMO or ot her sources shall al so
follow this criteria.

(e) To ensure maxi mum use of MAR vehicles by al
eligi ble personnel and prevent a drain on |ocal funds, the follow ng
applies to programs involving the | oan of special purpose vehicles in
support of fishing and/or canping prograns:
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Use of the MAR vehicle shall be restricted to

| =

a 7-day period.

2. Auser fee sufficient to preclude any
subsi di zati on of the program by the MAR Fund shoul d be charged.

(f) An inventory of all NAF vehicles will be
mai nt ai ned for each command by CHNAVPERS (Pers-656D) through mandatory
vehi cl e registrations.

(2) Governnment-Omed (i.e., APF-Procured Vehicles). MR
may be permtted free use of APF vehicles for official MAR business
when approved by the commandi ng officer. Bus service in support of
aut hori zed MAR progranms may be provi ded when such transportation can
be made avail abl e without detrinent to the mssion of the activity and
when funds are available. This service may be provided as outlined
below. MAR transportation nay be provi ded on a non-rei nbursabl e basis
for the foll ow ng categories:

(a) MAR functional staffs engaged in routine direct
adm ni stration support of MAR activities.

(b) Teans conposed of personnel who are officially
representing the installation in schedul ed conmpetitive events.

(c) DoD personnel and/or dependent spectators
attending | ocal events in which a command or installation sponsored
teamis participating.

(d) Entertainers, guests, supplies, and/or equi pnent
essential to MAR program

(e) Guvilian groups transported to DoD installations
in the interest of comunity relations when invited by the head of the
installation or other authorized comrand authority.

(f) MAR activities, including recreational tours and
trips, when fees are not |evied upon the passengers (except fees made
to cover the cost of the driver when not avail able from base
transportati on) and when approved by the commandi ng of ficer.

(g) MAR transportation can be provided for special

activities such as scouting prograns and private organi zati ons as
outlined i n NAVCOMPT Manual, Volunme 7. Such service will be
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accompl i shed on a rei nbursabl e basis covering all operations and
mai nt enance costs of providing that service.

c. Allowance Lists. MAR vehicle allowance |ists are established
by the commandi ng officers at shore activities (and at afloat units
subject to Echelon 2 approval) to suppl enent APF vehicles and shall be
limted to the m ni mum needed to carry out effective and well-rounded
MAR pr ogr amns.

(1) The total nunmber of MAR vehicles of any activity,
i ncl udi ng owned and borrowed, may not exceed established comrand
al | onance without the prior approval of the commanding officer of that
activity, except as provided for in paragraph b(1l)(c) of this
encl osure.

(2) NAF vehicle all owance may be authorized as foll ows:

(a) Shore activity allowances are based on types of
facilities avail able, physical location of facilities, personnel
served and geographical |ocation of the activity.

(b) Increases in allowance should be based on valid
ci rcunstances such as: when facilities are enlarged, new facilities
constructed, increase in personnel served, or when the overall fleet
vehi cl e average exceeds 7,200 m | es per year.

(3) Requests to establish a vehicle allowance or increase
the present vehicle allowance nust include full justification
i ncluding as applicable, but not limted to the foll ow ng:

(a) The total annual m|eage each presently assigned
vehicle is driven

(b) Reasons why present vehicle(s) cannot be
reassigned to neet the additional vehicle requirenents.

(c) Specific use of the requested vehicle(s).

(d) Estimated annual m|eage of each additiona
vehi cl e(s).

(e) Type of vehicle(s) required.

(4) Alowance lists will not be established for specia
pur pose vehicl es.
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d. Admnistration, Operation, and Mi nt enance

(1) The administration and operation of all MAR vehicles
is a command function and must be admi ni stered under the direct
supervi sion of the MAR director

(2) Standards of maintenance, operation and safety of
vehi cl es shall be in accordance wi th NAVFAC P-300 (NOTAL). Many
states offer state vehicle inspections at no cost to the government.
Such inspections are highly recommended, and in sone states are
required. Activities should consult their respective state for
speci fic gui dance.

(3) MAR vehicles should normally be fuel ed and serviced
when appropriate using Public Wirks Departnent facilities on a
rei mbur sabl e basi s.

e. Procurenent and D sposa

(1) Ceneral Purpose MAR Vehicl es

(a) Local procurenent of new vehicle(s) from
comerci al sources should be supported with conplete justification,
i ncluding m|eage and Navy registration nunber of vehicle(s) to be
repl aced and cost to put the vehicle(s) back in operation. A
description of the desired replacenent vehicle, including accessory
equi pnent and total purchase price shall be provided. Government
sources, e.g., Air Force Nonappropriated Fund Procurenent Ofice
(AFNAFPO) or Ceneral Services Adm nistration (GSA) should be
consi dered and docunented prior to procuring from conmercial sources
to ensure optimum savings to the activity.

(b) The procurenent of vehicles by prudent selection
from surplus sources is encouraged provided the additional vehicle(s)
do not exceed the authorized vehicle all owance and the ot her
provisions of this instruction are net.

(c) The approval of the activity's comrandi ng of ficer
is required prior to leasing a vehicle. The request should contain,
but not be limted to the foll ow ng:

Peri od of |ease.

Cost .

IN

jw

Type of vehicle to be | eased.
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4. Reasons why the | eased vehicle is required.
5. Cost analysis of |ease versus purchase.

The provision does not apply to the short termrental (i.e., 3 nonths
or less) of a vehicle to acconplish a specific purpose, e.g., rental
of bus to transport group, rental of a specific type truck for
movenent of equi prent or supplies.

(d) In no instance will NAF-owned vehicles be given
or sold to any individual or non-Navy organization w thout prior and
specific approval of the activity's commandi ng officer foll ow ng
seal ed bid procedures per paragraph 2b of this enclosure.

(e) Vehicles obtained from surplus sources at no cost
remai n government - owned property, regardl ess of any NAF expended to
repair the vehicle. Wen no |onger required, these vehicles will be
turned in to the nearest DRMOwith a statenent that they were obtained
from appropriated fund sources and that no part of the proceeds from
the sale or other disposition will be returned to the NAF activity.
These vehicl es nust be registered and assigned a NAF registration
nunber as outlined here.

(f) Unserviceable vehicles procured with NAF shoul d
be turned into the DRMO unl ess denonstrated val ue can be realized by
the activity in using sal vageabl e parts, etc.

(g) Disposal of excess, serviceable vehicles procured
wi th NAF shall follow the provisions of paragraph 2 of this enclosure.

(h) Registration nunbers should be cancell ed through
the procedures in paragraph 5f of this enclosure.

(1) NAF vehicles are not normally titled by state
governments. Standard Form 97, U. S. Governnent Certification of
Rel ease, should be provided to the purchaser of any NAF vehicle sold
via sealed bid procedures. This formw |l enable the purchaser to
apply for state title and tags. CHNAVPERS (Pers-656D) provides this
form upon request fromthe comuand.

(2) Special Purpose Vehicle. Special purpose NAF vehicles
may be purchased by | ocal commands based on docunented and justified
requi renents.
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f. Registration and Licensing

(1) MAR functions are exenpt fromthe paynent of state and
| ocal registration and |icense fees on vehicles, including trailers,
operated beyond the limt of the Governnent reservation. However, the
followi ng regul ation shall be observed:

(a) MAR and special purpose vehicles shall be
assigned U. S. Navy (USN) registration nunbers in the 400,000 series.

(b) Boats owned and/or operated in support of MAR
prograns are not normally assigned USN registration nunbers. They
shoul d be registered in the state in which they are principally used
in accord nce with the Federal Boat Safety Act of 1971. In those
states that do require the registration of U S. Governnent boats
(e.g., Florida, Ceorgia, etc.), a request for a 400,000 series USN
nunber may be directed to CHNAVPERS (Pers-656D).

(c) Requests for USN registration nunbers for newy
acqui red vehicles (including special purpose) not previously
regi stered shall be submtted to CHNAVPERS (Pers-656D) using DD 1342,
DoD Property Record. Letters of transmittal are requested to document
actions which include new registrations, cancellations, and transfers
to ot her commands.

(d) Requests for change of vehicle ownership
(including trailers and special purpose) fromone activity or afl oat
command to anot her shall be submtted by letter request to the
activity's commandi ng officer. Upon approval, notification shall be
made to CHNAVPERS (Pers-656D) of the transfer through a letter or DD
1342.

(2) State license tags may be obtained and used only in
those states where state or |local |aws provide that they shall be
furnished to the United States or its instrunentalities w thout
payrment of the stipulated registration fee. When such atag is
di spl ayed, it shall be in addition to the USN registrati on nunber.

(3) A DD 1342, DoD Property Record shall be prepared for
each vehicle to be registered. The follow ng m ni numinformation
shall be supplied:

Block 2 - The date entered shall be the date the vehicle
was acquired.
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Bl ock 3 - Leave bl ank, unless registration nunber has
previ ously been provided.

Block 6 - The acquisition cost entered shall be the actual
anmount the receiving MAR fund paid for the vehicle, including trade-in
anmount if applicable. Zero acquisition cost shall be entered for
vehi cl es obtained at no cost to the MAR Fund.

Bl ock 8 - Conpl eti on nmandatory.
Bl ock 14 - Conpl etion mandatory.
Bl ock 17 - Conpl etion mandatory.

Bl ock 26 - Provide a conpl ete description of the vehicle
i ncluding type and size of vehicle, nunber of passengers, etc. For
exanpl e: Van, forward control, 1/2 ton, 12 passenger, air
conditioned. Golf carts should indicate electric or gasoline.
Camping trailers should indicate whether tent type or hard top and
nunber of persons it will sleep

Bl ock 28 - Indicate the nane of the activity (i.e.
mlitary MAR or Civilian Recreation Association) and the geographic
| ocati on.

Bl ock 54 - Insert USN registration nunber of the vehicle
bei ng replaced and the trade-in anpbunt received fromthe sale of the
vehicle if applicable. If the vehicle was obtained from surplus

sources, enter the registration nunber presently assigned to the
vehi cl e and indicate previous ownership, e.g., Navy, Arny, Post
Ofice, etc., if known.

(4) The transfer of 400,000 series USN registrati on nunber
fromone vehicle (including special purpose) to another is prohibited.

(5) When disposing of vehicles, notification of this
action shall be made to CHNAVPERS (Pers-656D). Notification may be
made by |letter or conpletion of Section 4 of the DD Form 1342 and
shall include date of disposal and status of vehicle (trade, sale,
transfer, turned into disposal, etc.). Failure to take pronpt action
to cancel vehicle registration nunbers results in the vehicle(s)
remai ni ng i n CHNAVPERS "Active Vehicle Inventory."
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g. ldentification

(1) MAR and speci al purpose vehicles owed by MAR or hired
by MAR for over 90 days shall be identified by painted registration
nunbers as set forth in paragraphs (4) and (5) below. On an opti onal
basis, MAR decal comani a (I ogo) nmay be affi xed.

(2) MAR vehicles procured fromcomercial sources shoul d
be light blue or white if available at no additional cost. Vehicles
presently on board that require repainting should be painted Iight
blue or white. A mandatory col or for special purpose vehicles is not
prescri bed.

(3) MAR decal comania’s (logo) will be provided by
CHNAVPERS ( Per s-656D) upon recei pt of DD Form 1342, DoD Property
Record. However, there is not a requirenent for decals to be affixed
to MAR vehicles. Vehicles may, however, contain specific activity
advertisenents, e.g., NAVSTA Anywhere Bow ing Center or Youth
Recreation and Sports. |In general, the USN registration nunbers shal
be painted on the rear and sides and the optional decal comani a(s)
affixed in an area where it will be prom nently displayed.

(4) USN registration nunbers shall be painted in black
Gothic style and no snmaller than 1-1/2 inches or larger than 2 inches
i n height.

(5) MAR and speci al purpose vehicles shall be marked as
fol |l ows:

(a) On passenger cars, station wagons, carryalls,
vans, trucks, and truck-tractors, the six-digit USN registration
nunber shall be centered on each front door, or in a conparable
position in relation to the driver's seat on vehicles w thout doors.
The USN registration nunber, preceded by the letters "USN," shall be
di spl ayed on the rear of the vehicle and |ocated in such a manner that
the vehicle may be readily identified fromthe rear

(b) On buses, the six-digit USN registration nunber,
preceded by the letters "USN' shall be displayed on the rear of the
bus and | ocated in such a manner that the bus may be readily
identified fromthe rear

(c) Ontrailers (other than boat trailers and sem -
truck trailers), the six-digit USN registration nunber preceded by the
letters "USN' shall be displayed on the rear of the vehicle and
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| ocated in such a manner that the vehicle may be readily identified
fromthe rear.

(d) On boat trailers and special purpose vehicl es,
the USN regi stration nunber shall be affixed on the exterior where
there are suitable surfaces. On vehicles such as riding | am nowers,
nmot or scooters, etc., where the affixing of a decal comania is not
appropriate, the USN regi stration nunber should be preceded by the
letters "USN. "

(6) \Whenever a vehicle or trailer is disposed of, al
vehicle identification will be renoved or obliterated.

h. | nsur ance

(1) To be eligible for coverage, vehicles shall be |isted
on the property record cards of the MAR activity and registered in
accordance wi th the procedures in paragraph f, above.

(2) Autonobile insurance coverage is described in
reference (m. The CHNAVPERS (Pers-653) Casualty Insurance Program
provides all the coverage necessary for NAF vehicles that are under
the care, custody, and control of MAR activities, both afloat and
ashore. Coverage is not applicable to vehicles operated outside the
cogni zance of CHNAVPERS controll ed by Navy MAR activities; APF
vehi cl es; vehicles |leased for 3 nonths or |ess; or vehicles registered
with USN nunbers but not operated as a part of an MAR activity.

i. Annual Report. CHNAVPERS will provide a list of all active
NAF vehicles by installation to each claimant at the end of each
fiscal year, which should be reviewed for additions, dispositions, and
transfers.
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PATRON ELIG BILITY

1. Eligibility. The primary purpose of the recreation programis to
meet the recreational needs of active duty personnel and their famly
menbers. All such personnel are authorized to use Navy recreation
facilities, equipnment, and services and to participate in all aspects
of the recreation program Once patron priority is established, use
of recreation prograns is on a first-cone, first-served basis. A
prioritized listing of patrons authorized to use Navy recreation
prograns is as follows:

a. Active duty personnel and their famly nenbers assigned to
the installation or supported directly by it through intraservice or

i nterservice support agreenents. Includes mlitary personnel assigned
to units attached to the installation for |ogistical support where MAR
support has been identified in the host tenant agreement. |If a

commander determnes that participation in recreation activities by
fam |y nenbers prevents participation by mlitary personnel, mlitary
personnel will be given first priority.

(1) Al reservists (i.e., Gay Area Retired, Selected
I ndi vi dual Ready, and Standby Reserves) are authorized to use Category
C MR facilities on the sane basis as active duty nmenbers. Dependents
of reservists are authorized to use Category C MAR facilities on the
same basis as dependents of active duty nenbers.

b. Navy active duty personnel and their famly nenbers not
assigned to the installation (including service nenbers of Navy
reserve conponents when on active duty for training in excess of 72
hours) .

c. Active duty personnel and their famly nenbers of other
mlitary services, including U S. Coast CGuard personnel, not assigned
to the installation.

d. Mlitary personnel retired with pay and their famly nmenbers.

e. Medal of Honor recipients and their surviving spouses and
fam |y nenbers. Honorably discharged veterans of the U S. Arned
Forces with 100 percent service-connected disability.

f. Service nenbers of reserve conponents during periods of

schedul ed i nactive duty training at installations where training is
bei ng perforned.
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g. Unremarried surviving spouses of mlitary personnel and their
fam |y nenbers.

h. Unremarried former spouses and other famly nenbers entitled
to conm ssary, exchange and theater privileges.

i. US. Naval Acadeny m dshi pnen; cadets of the Arny and Air
Force academ es; officer candidates when in an active duty training
status; and Reserve Oficer Training Corps (ROTC) cadets and
m dshi prren, when on active duty during college vacation peri ods.

j. DoDcivilian enployees and their famly nenbers stationed in
Al aska and Hawaii, all U S. territories and possessions, and foreign
countries, who are authorized exchange privil eges.

k. DoD civilian enployees and their famly nenbers, who reside
on the installation and are authorized exchange privil eges.

I. Mlitary personnel of foreign nations and their famly
menbers, when authorized exchange privil eges.

m O her unifornmed services personnel, including active duty,
retired with pay, reservists when on active duty for training in
excess of 72 hours, and reservists while on inactive duty for
training. Includes, in addition to those defined in 1b of this
encl osure, paid nenbers of the Red Cross and ot her such organi zations,
when assigned to and serving with the U S. Arnmed Forces. Famly
menbers of the aforenentioned and cadets of the Coast Guard Acadeny
are aut horized al so.

n. Contract surgeons under contract to the mlitary DOD
components during the period of their contracts, and Red Cross
personnel residing on the installation.

o. Drilling nmenbers of reserve conmponents, on other than drill
days, subject to controls by local conmmandi ng officers concerning the
capacity and adequacy of Category A and B MAR prograns/facilities to
accommopdat e reserve use without jeopardy to the interests of the
active duty Navy community. Famly nmenbers of drilling reservists may
have access to Category A and B facilities only when acconpani ed by
their sponsor or when enrolled in prograns specifically granted use of
by command.

p. GCvilian enpl oyees of DoD may be authorized the use of Navy
recreation facilities as specified bel ow

2
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(1) NAF enpl oyees of Navy recreation prograns may use
facilities operated by the MAR fund by which they are enployed. Civi
servants directly enployed in recreation programfunctions may al so
use the recreation facilities. Such use shall be limted to a
priority status which will ensure protection of the primary interests
of patrons authorized above.

(2) O her DOD enployees (APF or NAF) may be authorized to
use recreation facilities consistent with the foll ow ng provisions:

(a) Subject to command deci si on concerni ng adequacy
of facilities to accommpdate DoD civilian enpl oyee use while ensuring
protection of the primary interests of patrons authorized in
par agraphs a through o above. A major consideration in ensuring
protection of the interests of the active navy popul ation and their
famlies shall be their identified attitude toward DoD civilian use.

(b) In a priority status bel ow patrons identified in
par agr aphs a t hrough p(1l), above.

(c) Subject to the paynent of fees/charges at a |eve
hi gher than required of patrons identified in paragraphs a through o
above, and which is sufficient to prevent subsidization of civilian
interests by the mlitary popul ation.

(d) Limted to facilities directly operated through
the Recreation Program supporting the command by which they are

enpl oyed.

(e) Subject to considerations concerning allegation
of unfair conpetition with local civilian operated facilities.

(f) Subject tolimtation of resale to consumabl e
type itens which are necessary for a single unit of participation at
the recreation facility.

(g) Enployees of other federal agencies assigned to
or working in direct full-tinme support of Navy comrmands nay be
aut horized sim|ar use.

(h) Famly nenbers of civilian enpl oyees authorized
facility use may have access to facilities only when acconpani ed by
their sponsors or when enrolled in prograns or specifically granted
use of facilities by command.
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(1) Use authorized above shall exclude view ng of
Navy entertai nment notion pictures.

(3) The authority to approve DoD civilian use within the
foregoing provisions is hereby del egated to Echel on 2 conmanders for
their enforcenent or further del egation as deened appropri ate.

Aut hori zation shall be reviewed no less than biennially to determne
appropri at eness.

(4) Request for authorization of DoD contractor enpl oyee
use of recreation facilities, based on non-availability of | ocal
civilian facilities, may be forwarded to CHNAVPERS (Pers-651) via the
chai n of command.

g. Ohers as specifically authorized by CHNAVPERS (Pers-65)
except that these persons are not authorized patrons of recreation
resal e activities.

r. In addition to the above, occasional guests of nava
personnel may be authorized by the comrandi ng officer to participate
in a Navy recreation program Such authorization should be in the
formof a directive which specifically designates facilities and/or
activities to which occasional guests may be invited. |In all cases,
sponsors of such guests shall assune responsibility for paynent of
appropriate fees or charges.
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COMVUNI TY RELATI ONS

1. Use By Non-DoD Civilian Groups. Non-DoD civilian groups and
organi zations nmay be permtted to use recreation facilities and
services on an occasional basis. Civilians in the community may
attend recreation events subject to the foll ow ng:

a. Attendance does not directly conpete with sinmlar
entertainnent in the comunity.

b. Reasonabl e procedures are established to ensure attendance
does not interfere with attendance by the persons intended to be the
primary beneficiaries of the recreation program

c. Attendance or use is not authorized on a continuing or
recurring basis. Such authorization for any individual, other than as
specified inlenclosure (8), may not be granted wi thout the prior
approval of CHNAVPERS (Pers-65).

d. Appropriate fees are paid.

2. DoD Arnmed Forces Professional Entertainnent Program The Arned
Forces Professional Entertai nment programwas established by DoD for
t he purpose of providing a continuing programof scheduled live
entertainment to Armed Forces personnel overseas. Mlitary
installations in renote and isolated areas and fleet units overseas
are given priority for this entertainnent. Operation and

adm nistration of the programis the responsibility of the Arned
Forces Professional Entertainnment Ofice (AFPEO), which is under
executive agency of the Arny and is staffed by representatives from
the Arny, Air Force, and Navy. Per reference (v), requests for show
units should be made to the appropriate ashore MAR depart nent.

3. United Service Oganizations (USO and Arned Services Young Men's
Christian Associ ati on (ASYMCA)

a. Reference (w) contains policies of DoD and Navy relative to
USO, and designates USO |liai son officers.

b. The Arnmed Services YMCA of the USAis a not-for-profit
corporation organi zed under the laws of the State of Illinois and
chartered by the National Council of YMCA of the USA. It is
responsi bl e for providing human care services to nmen and wonen of the
Arnmed Forces, in peace or war, within or outside the territorial
[imts of the United States.
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c. As stated in reference (w| and t he Menorandum of
Under st andi ng between DoD and the Arnmed Forces YMCA of the USA
(ASYMCA) :

(1) There will be no direct expenditure or distribution of
funds to USO or ASYMCA

(2) In general, the USO and ASYMCA shall serve the U S
Arnmed Forces primarily outside mlitary installations.

(3) The USO and ASYMCA shall not offer prograns or
services that duplicate or conpete with mlitary prograns,
particularly revenue producing activities, w thout the prior
concurrence of the |ocal area commander.

d. Questions concerning |ocal support of or cooperation with USO
and ASYMCA should be directed to CHNAVPERS (Pers-651).

4. Acceptance of Gfts. The highlights of reference (x)| concerning
gifts of personal property or noney to MAR activities are as foll ows:

a. The Secretary of the Navy nust approve acceptance of a gift
val ues in excess of $5, 000.

b. The following is the del egated gift acceptance authority:

(1) Gfts of a value less than $5,000: Vice Chief of
Naval Operations, and Assistant Vice Chief of Naval Operations.

(2) Gfts of a value of $3,000 or |ess: Commander in
Chief, US. Atlantic Fleet; Comrander in Chief, US. Pacific Fleet;
Commander in Chief and Deputy Commander in Chief, U S. Naval Forces,
Eur ope; nunbered Fl eet Commanders; Commander, U.S. Navy Forces Central
Command; Commander, Mlitary Sealift Command; conmanders of systens
commands; chiefs of bureaus; Chief of Naval Education and Trai ning;
Type Conmanders; President, Naval War Col | ege; Superintendent, Naval
Post graduat e School ; Commander, Navy Recruiting Command; Comrander,
Naval Reserve Force; Conmmandant, Naval District Washi ngton; Commander,
U.S. Naval Forces, Japan; Commander, U.S. Naval Forces, Korea;
Commander, U.S. Naval Forces, Marianas; Conmmander, Fleet Air,
Medi t err anean; and Naval Base Commanders.

c. The gift should involve little or no mai ntenance cost.
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d. If intended for use by personnel, the gift will be for the
general benefit of the personnel of the organization

e. Requests for acceptance of gift shall be submitted to the
appropriate acceptance official via the chain of command.
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COMVERCI AL SPONSORSHI P

1. Conmercial sponsorship is the act of providing assistance,

fundi ng, goods, equiprent (including fixed assets), or services to MAR
prograns or events by an individual, agency, association, conmpany or
corporation or other entity (sponsor) for a specific (limted) period
of time in return for public recognition or advertising pronotions.

2. The solicitation of comrercial sponsorships is permtted only by
MAR departnents in support of MAR prograns or special events.
Commerci al sponsorship is either unsolicited or solicited.

3. Commercial sponsorship is a programwhere there is an equa
exchange of val ue between the comercial sponsor and the MAR
department. Commercial sponsorship does not include volunteer work or
activities or outright donations where no volunteer or donor
recognition or acknow edgenent is expected or required. This program
does not include or refer to those products and services that are
considered gifts or those itens considered to be prem uns, coupons or
limted sanples.

4. Any funds, products, services, or itens resulting fromthe
comrerci al sponsorship programw || be used only within the MAR
program

5. The follow ng general procedures apply:

a. nligations and entitlenments of the sponsor and the MAR
program shall be incorporated into a witten agreenent that shall be
for a 1-year period or less. The period covered by the original
agreenent and any annual renewals will not exceed a total of 5 years.
Al'l agreenents nust receive a review by the |ocal staff judge advocate
or general counsel and be signed by the commandi ng of ficer.

b. Assistance provided will be commensurate with the | evel of
sponsor shi p of fered.

c. Individuals or entities not providing sponsorship will not be
treated wth disfavor or suffer any form of reprisal

d. Appropriate disclaimers are required in any public

recognition or advertising nedia since DoD does not endorse or favor
any commercial supplier, product, or service.
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e. The contents of all public recognition and advertising nmedi a
to be used for the sponsor, that refers to any part or program of DoD
are appropriate under the agreenent.

f. Tobacco and al coholic beverage (including beer) sponsorship
may not be solicited. |If offered, sponsorship may be accepted only if
unsolicited and not directed predom nately or exclusively at the
mlitary, and provided the al cohol or tobacco conpany sponsors sinlar
events in the civilian community. Product sanpling is not authorized.

g. The commercial sponsor certifies in witing that its costs of
t he sponsorship shall not be charged to any part of the Federa
Gover nnment .

h. Conmercial sponsorship is authorized for MAR events at open
houses only when specifically approved by the Secretary of the Navy or
a designated representative. MIlitary open house prograns are
primarily public affairs activities. They are not intended as MAR
events. This does not preclude appropriate MAR i nvol venmrent in these
events as long as generating MAR revenue does not becone the primary
obj ective. Procedures and guidelines are provided in the Gui debook
for Navy MAR I nvol venment in Air Shows (NOTAL).

6. Solicited

a. This sponsorship is specifically solicited on behalf of the
MAR event from a potential sponsor willing to provide support for the
mut ual benefit of the sponsor and the MAR program

b. Solicited comercial sponsorship is based on principles
simlar to those that guide NAF contracting, e.g., conpetition
eval uation of offers, etc. Additionally:

(1) Each MAR departnent will designate the individual (s)
by nanme who will work with this type of sponsorship.

(2) Sponsors will be solicited conmpetitively from an
adequat e nunber of known U.S. sources or subsidiaries and generally
limted to firns and organi zati on i nvolved with consumer products.
Where feasi bl e, announcenents of solicitations will be placed in
appropriate publications to reach the maxi mum nunber of potenti al
sponsors. NAF contracting officials should act in an advisory
capacity.
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(3) Oficials responsible for procurenment or contracting
may not directly or indirectly be involved with the solicitation of
commerci al sponsors. This does not limt the involvenent of those
officials whose function is to adm nister NAF contracts.

c. In overseas areas, solicitation of non-US. firns is
aut hori zed with the commander's approval provided solicitation is not
in violation of Status of Forces Agreenment (SOFA) or treaty agreenents
or in direct conpetition with the armed servi ce exchanges.

7. Unsolicited

a. Unsolicited conmercial sponsorship shall be treated the sane
as solicited commercial sponsorship except that it has been wholly and
entirely initiated by the prospective sponsor w thout prior know edge
of the needs of the MAR programor installation.

b. After an appropriate inquiry froma prospective sponsor, the
installation point-of-contact for sponsorship may informthe sponsor
of the needs. The unsolicited sponsor should then furnish a letter of
intent to the installation. Unsolicited sponsorship is otherw se
subject to the policies outlined above.

8. The Gui debook for Navy Conmercial Sponsorship Opportunities

(NOTAL) provides specific guidelines and exanpl es of sponsorship
agreenents and solicitation letters.
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FUND RAI SI NG AND ADVERTI SI NG

1. Fund Raising. @uidelines are as follows:

a. Background. The two instructions governing fund raising are:

(1) Reference (f), chapter VIII, and (2) Departnment of the Navy Public
Affairs Policy and Regul ati ons ( SECNAVI NST 5720. 44A) .

(1) The Standards of Conduct and Governnent Ethics
prohibits raffles, lotteries, and other fornms of ganmbling on
gover nnment - owned, | eased or controlled property, or otherw se while on
duty for the governnment. Ganbling activities include lotteries or
polls, and games of chance for noney or property. Any exceptions mnust
be approved by the Secretary of the Navy. Such an exception is
granted for Navy Relief (annual SECNAVNOTE 5340, subj: Navy Relief
Soci ety Annual Call for Contributions).

(2) Onthe job solicitation is the only approved nethod
for the Conmbi ned Federal Canpaign (CFC)

(3) Oficial support of fundraising canpaigns solely for
t he benefit of U S. teans conpeting in the Aynpic or Pan Anmerican
Ganmes may be authorized by installation comanders.

(4) The heads of overseas offices and installations may,
in their discretion, permt their mlitary and civilian personnel to
solicit each other on behalf of |ocal voluntary agencies at tines
whi ch do not conflict with the CFC or Navy Relief drives.

(5) Commandi ng officers may authorize official support of
fundrai sing prograns that:

(a) are purely local in nature;
(b) are of community-w de interest and benefit;

(c) have the support or endorsenent of |ocal, united,
federated, or joint canpaign officials; and

(d) are authorized by the Chief of Information or the
Director of Public Affairs; or

(e) warrant, in the conmandi ng of ficer's judgnent,

support as part of the responsible role of the command in the | ocal
community. This exceptionis limted to support of purely | oca
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prograns such as, volunteer fire departnents, rescue units, or youth
activity fund drives.

(6) Commandi ng officers may authorize support of fund
rai sing events for specific recreational prograns, but any
solicitations so authorized nust not conflict with the CFC or Navy
Rel i ef canpai gns, may not be conducted on the job, and may not be
perfornmed as an official duty.

Public affairs regul ations stipulate that Navy personnel nmay
participate (as private citizens during their off-duty hours) in fund
raising activities which are not recognized for on-the-job
solicitation with the federal service. They may not, however,
participate in their official mlitary capacity either during duty or
non-duty hours.

b. Summary. Wen planning fund raising events insure that: (1)
solicitations are not on-the-job, (2) mlitary are not involved as
part of their official duty, (3) events do not conflict with the CFC
or Navy Relief fund drives, and (4) fund raising activities are not
fornms of ganbling.

c. The above does not preclude tenant activities from conducting
occasi onal fund-raising events provided they are conducted in
accordance with the above guidelines and funds generated are deposited
in the base MAR fund for credit to the generating unit.

2. Advertising Policy. Navy recreation activities nust comuni cate
their presence and the availability of the goods and services they
offer to as many potential patrons as they can. However, such
comuni cation nust be restricted, as far as possible, to authorized
patrons.

a. Advertising is providing conspicuous notice or information to
the public through private and public nedia. (Media is any way to
convey an advertising nessage. It includes newspapers, nagazi nes,
trade and professional journals, special printed matter, circulars,
fliers, posters, signs, radio, television, and other pronotional
devi ces, such as decals, table tents, or activity cal endars.)

b. Recreation activities may not initiate, sponsor, pay or
request paynent for advertising of particular goods or services except
as provi ded bel ow

(1) Recreation activities may purchase advertising where
aut hori zed in Arned Forces newspapers and civilian enterprise

2
Encl osure (11)



BUPERSI NST 1710. 11B
01 JUL 1994

publications produced primarily for distribution on a mlitary
reservation or to authorized recreation activity patrons.

(a) Information pertaining to sales of goods and
services, including brand nanes and item prices, may be included in
such pai d adverti ng.

(b) Entertainment and social events advertising may
specify names of feature acts, filns, or talents, and adm ssion prices
or cover charges.

(2) Arnmed Forces installation or activity newspapers and
Anmeri can Forces Radi o and Tel evision may carry unpai d noncomrer ci al
news stories, announcenents, and listings of services offered by
recreation activities to conmand or activity personnel.

(3) In news stories and announcenents about Arnmed Forces
prof essi onal entertai nment events, Arned Forces newspapers (including
Stars and Stripes), civilian enterprise publications, and Arnmed Forces
Radi o and Tel evision Service outlets shall routinely include the nane
of commrercial sponsors with other story facts.

Cc. Recreation activities may produce or prepare nmedia for |ocal
di ssem nation directly to authorized patrons. |n cases where a
publication is identified with a Navy activity (e.g., a bowing
center) and produced with either APF or NAF, it cannot contain
commerci al source product, or material that inplies governnent
endor senent of a specific comrercial product or service.

(1) Authority for distributing commercial enterprise
publications through official channels is |imted to those newspapers
and ot her publications authorized in SECNAVI NST 5720. 44A. However,
recreation newsletters or simlar publications that contain comerci al
advertising, which are voluntarily initiated by a conmercial publisher
at no cost to the governnent or one of the NAFlIs, can be made
avail able to patrons if the followi ng conditions are net:

(a) Navy recreation information is released to the
publ i sher after coordination with the public affairs officer according
t o SECNAVI NST 5720. 44A.

(b) A commercial publisher prints the publication and
provi des the copies at no cost to the MAR fund.
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(c) There is no contractual relationship that either
requires or gives exclusive rights to the publisher to provide such a
publication or that requires the Navy to furnish the information

(d) The publisher delivers the publication to the
recreation facility involved, where it can be casually picked up by
i nterested patrons.

(e) The publication contains a prom nently displayed
di scl ai ner indicating that the Navy does not endorse any services or
products advertised in the publication.

(f) Oher publishers desiring to provide the sane
service are given the same opportunity.

d. Recreation activities, with the public affairs office, may
include a publication that carries comercial advertising as an
aut hori zed insert in the base newspaper. Recreation must not solicit
or sell this advertising. The base public affairs office nust include
provi sions for such a publication in the formal letter of solicitation
to private publishers for production of commercial enterprise base
newspapers.

(1) Voluntarily initiated nedia prepared by suppliers and
ot her non-DoD sources that are primarily advertising devices are not
aut hori zed for distribution through official channels.

(2) When such nedia are placed in |ocations on DoD
installations for personal pick-up, they nust contain a disclainer to
the effect that they do not express or inply endorsenment by the Navy
or the Federal Government, and they are neither paid for or sponsored
by them A disclaimer is not required for itens provided as prem uns.

e. Recreation activities may purchase, prepare, or produce
prem uns for distribution to authorized patrons. (A premumis
mer chandi se offered to advertise an activity, product, service, or
event as a bonus or as an incentive to buy. Exanples of prem uns are
bal | poi nt pens, or plastic rulers, with an intrinsic unit val ue of
l ess than $10 retail.)

(1) Activities my al so accept prem uns whose m ni mal
intrinsic unit value is less than $10 retail, voluntarily initiated
and prepared by suppliers, except tobacco and al cohol products, for
use by or distribution to authorized patrons.
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(2) Activities may not solicit funds fromsuppliers or
ot her non-DoD sources to offset costs of prem unms, nor may they
request such suppliers or sources to prepare or provide special
prem uns at their expense unless provided under a conmerci al
sponsor shi p agreenent.

f. Recreation activities may use point of sale displays and
pronotional material, such as reduced price and special offer coupons,
and may participate in national and | ocal coupon redenption prograns
avail able to the general public or to the mlitary comunity.
Participation in national or |ocal coupon redenption prograns shoul d
be eval uated on a case-by-case basis by the MAR director.

g. Recreation activities may contribute articles and stories for
publication as unpaid information itens in base newspapers, Plan of
the Day, or other media that may or may not be intended primarily for
distribution on a mlitary installation to publicize recreation events
and other activities and prograns of general interest to authorized
patrons. Coordination with the |local public affairs office is
requi red when such itens are released to other than internal nedia.

h. Recreation activities may not sell space for commerci al
advertising in any nmedi a produced for or prepared by them nor may any
activity accept funds to offset the cost of advertising with the
condi tion of excluding any other product, service, or advertisenent,
or granting any additional benefit to a supplier.

i. Advertising purchased by suppliers or other non-DoD sources
in nmedia not prepared or produced by recreation activities that
relates to recreation activities nmust include a disclainer simlar to
that described in 5d or| enclosure (10).
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